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What You Can Do 


in Excel 


icrosoft Excel is one of the world’s most 

popular spreadsheet programs. You could 

create worksheets on ledger paper and use 
a calculator or draw charts on graph paper, but Excel 
makes these tasks and others related to managing 


numeric information easier. You can use the program 
to create worksheets, databases, and charts. Without 
a doubt, you could perform the following functions 

manually, but you can use Excel to make them easier. 





Lay Out a Worksheet 

When you sit down to develop a worksheet 
with a pencil and ledger paper, you do not 
always have all the information to complete the 
design and layout of the worksheet. Ideas may 
occur to you after you sketch the layout of your 
worksheet. After you are finished jotting down 
the column headings and the row headings, 
you might think of another column or row 

that you did not include. If you are working with 
pencil and paper, restructuring the layout of a 
worksheet can be tedious and time-consuming. 
With Excel, you can easily insert columns and 
rows as well as move information from one 
location to another. 


Calculate Numbers 

Think about the tasks involved in managing your 
checkbook register. You subtract the amount of 
each check written and add the deposits to the 
running balance. You then use your bank 
statement to balance your checkbook, and it is 
not at all uncommon to find math errors in your 
checkbook. So, you must then recalculate the 
numbers in your checkbook register and jot 
down the new answers. If you set up an Excel 
workbook to do the same tasks, you can use 
formulas that subtract checks and add deposits. 
You enter the formulas only once and simply 
supply the amounts of your checks and deposits, 
much as you record them in your checkbook 
register. When you change the numbers in the 
workbook, Excel uses the formulas to recalculate 


the information in your workbook and instantly 
gives you the new answers — in most cases, 
without the associated math errors. 


Organize, Sort, and Filter Lists 

You can create tables to organize your data in 
lists. For example, you can create inventory lists, 
employee lists, customer lists, student grade lists, 
and sales records. In Excel, you can add, delete, 
sort, search, and display records in the list as 
often as required to maintain the list. You can 
sort data on the worksheet alphabetically and 
numerically in ascending or descending order. 
For example, you can sort sales records in 
chronological order by dates. You can also use 
the AutoFilter feature to quickly find information 
that meets a specific criterion or to find the top 
or bottom ten values in the list without sorting. 
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View Data 

When working with a large worksheet on 
ledger paper, such as a financial statement, you 
might have to use a ruler to compare figures 
on a far portion of the worksheet. You might 
even find yourself folding the ledger paper to 
bring the columns you want to compare close 
together. In Excel, you can split the worksheet 
into two or four panes to view distant figures 
side by side. That way, you can easily see the 
effects of asking “What happens when | change 
this value?” to project changes. You can also 
temporarily hide intermediary columns so 
distant figures appear right next to each other 
as you work. 


Make Editing Changes 

To correct a mistake on ledger paper, you have 
to use an eraser or you have to reconstruct the 
entire worksheet. With Excel, you can overwrite 
data in any cell in your worksheet. You can also 
quickly delete data in one cell or in a group of 
cells. And when you accidentally make mistakes 
that overwrite original data while using Excel, 
you do not have to retype or reconstruct 
information. Instead, you can just restore the 
data by using the Undo button. 


Check Spelling 

You no longer have to manually proofread 
your work. When you use Excel’s AutoCorrect 
feature, Excel corrects commonly made 
mistakes as you type — and you can add your 
own personal set of common typos to the list. 
In addition, before you print, you can run 
spell check to search for misspellings. If you 
are a poor typist, this feature enables you to 
concentrate on calculating your numbers while 
Excel catches spelling errors. 


Make Formatting Changes 

Excel easily enables you to align data in cells; 
center column headings across columns; 
adjust column width; and display numbers 
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with dollar signs, commas, and decimal points. 
You can experiment with the settings until the 
worksheet appears the way that you want it 
and then you can print it. You can boldface, 
italicize, and underline data as well as change 
fonts and font sizes. Excel also lets you shade 
cells, add borders, and apply styles to improve 
the appearance of a worksheet. 


Preview Before Printing 

You can preview your worksheet to see how it 
will look when you print it. You can also add 
headers and footers and adjust page breaks 
before you print. 


Chart Numeric Data 

Numbers form the foundation of charts. 
Manually creating charts is time-consuming 
and takes some artistic skill. In Excel, creating 
charts is quick and easy. You can track the sales 
trends of several products with a chart. You also 
can make as many “What if?” projections as 
you want in the worksheet by increasing and 
decreasing the numbers used in the chart; as 
you change the numbers in the worksheet, 
Excel instantly updates the chart. Excel’s charts 
let you simultaneously view the sales trends 

in a picture representation on-screen and the 
numbers in the worksheet, making your sales 
forecasting more efficient. 


6 Month Sales Figures for 2010 


6 Month Sales Figures for 
2010 
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Start and 
Close Excel 


' ou can start the Excel program by using the 
Windows Start menu. When you open the 
Start menu, the Windows search field appears 

at the bottom and the All Programs choice appears 

immediately above the search field. Once you select 

All Programs, Windows displays folders that contain the 

programs installed on your computer. The shortcut to 

start Excel appears in the Microsoft Office folder. After 
you select Excel from the Microsoft Office folder 
several times, it will appear on the Start menu in the 
list of recently opened programs. You can select 








Start and Close Excel | 


Start Excel 





Microsoft Office Excel 2010 from that list to open the 
program. If you use Excel regularly, you may want to 
pin Excel to the Start menu or Windows taskbar or 
create a shortcut for it so you can open it more quickly. 


You can close Excel by using a command in Backstage 
view or you can use the Close button in the 
upper-right corner of the Excel window. Excel’s 
behavior when you close the program depends on the 
method you choose to close the program, the number 
of workbooks you have open, and whether you have 
made changes to any of the open workbooks. 





wi Micropoft Word 2010 


@ Click the Start button. 
The Start menu opens. 
® Click All Programs. 


md 


Pp Murrosoft Project 2010 
roy 5 


x Microsoft Excel 2910 


all bypersmap § 


s+ Microsoft SharePoint Wortapace 
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4 System Restore 


l 
@ All Programs changes to — 
Back. es 
® Click Microsoft Office. Lb vw 


» Maintenance 
be Microsoft Office 


@ The list of installed 
Microsoft Office programs 
appears. 


a Click Microsoft Excel 2010. 





hi Adminitratrve Tools 


The main window for 
Excel opens. 


The cell pointer (¢)) 
appears as you move 
the mouse over cells 
in the worksheet. You 
use the cell pointer to 
select cells. 


Note: See Chapter 4 for 
more on selecting cells. 


Close Excel 


a Click the File tab. 


Backstage view 
appears. 


@ Click Exit. 


Excel closes all open 
workbooks. 


Does Excel prompt me to 
save before closing the 
program? 

w If you have not made any 
changes to the workbook, 
Excel closes without 
prompting you to take any 
further action. However, if 
you have made changes to 
an open workbook, Excel 
prompts you to save the 
workbook. After you 
respond to the prompt, 
Excel closes regardless of 
whether you save the 
workbook. 
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Can I click the X in the 
upper-right corner to close 
Excel? 


w Yes. But if you have more 
than one workbook open, 
Excel closes only the active 
workbook instead of the 
program. You must click 
the X in the upper-right 
corner of each open 
workbook. When you click 
the X while viewing the 
last open workbook, both 
the workbook and the 
program close. Before 
Excel closes any workbook 
you have changed, Excel 
prompts you to save the 
workbook. 
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What happens if I pin Excel 
to the taskbar? 


w A button for Excel always 
appears on the Windows 
taskbar. To pin Excel to the 
taskbar, complete steps 1 to 
3, right-click on Microsoft 
Excel 2010, and then click 
Pin to Start Menu. 


How do I create a desktop 
shortcut? 


w Tocreate a desktop 
shortcut for Excel, complete 
steps 1 to 3, right-click on 
Microsoft Excel 2010, click 
Send To, and then click 
Desktop (Create Shortcut). 





Understanding 
the Excel Screen 


ach time you open Excel, you see a new 
workbook named Book1 that contains three 


worksheets. 








@ Title Bar @ Worksheet Tabs status bar also contains View 
Displays the name of the These identify the worksheet on buttons that you can use to 
workbook and the name of which you are currently working. switch views and a Zoom control 
the program. You can switch worksheets by to help you zoom in or zoom out. 

clicking a worksheet tab. See Chapter 8 for more on views 

@® Quick Access Toolbar and zooming. 

By default, this contains © Status Bar 

buttons that enable you to This displays Excel’s current @ Scroll Bars 

save, undo your last action, mode, such as Ready or Edit, and These enable you to view more 
and redo your last action. identifies any special keys you rows and columns. 

You can also add buttons press, such as Caps Lock. The 

to this toolbar; see Chapter 

30 for more. 






flook] + Mermsott Excel 


@ Ribbon | ~—_@® 


Contains most Excel 

commands, organized on | a > ee =~ ® 
tabs. See the section 

“Understanding the 

Ribbon” for more. 


@® Formula Bar 
Composed of three parts, 
the Formula Bar contains ._@B 
the Name box, buttons <@ 
that pertain to entering 
data, and the contents of 
the currently selected cell. 


@ Worksheet Area 
The place where you enter 
information into Excel, 
divided into rows and 
columns. 





Learn Excel 
Terminology 


resented next is a series of terms you need to 
know as you work with Excel. 


Workbook 

A workbook is a file in which you store your data. 
Think of a workbook as a three-ring binder. 
Each workbook contains at least one worksheet, 
and a new workbook contains three worksheets, 
named Sheet1, Sheet2, and Sheet3. People use 
worksheets to organize, manage, and consolidate 
data. You can have as many worksheets in a 
workbook as your computer’s memory permits. 


Worksheet 

A worksheet is a grid of columns and rows. Each 
Excel workbook contains 1,048,576 rows and 
16,384 columns. Each column is labeled with a 
letter of the alphabet; the column following 
column Z is column AA, followed by AB, and so 
on. The last column in any worksheet is column 
XFD. Each row is labeled with a number, starting 
with row 1 and ending with row 1,048,576. 


Cell 

A cell is the intersection of a row and a column. 
Each cell has a unique name called a cell 
address. A cell address is the designation 
formed by combining the column and row 
names in column/row order. For example, the 
cell at the intersection of column A and row 8 
is cell A8, and A&8 is its cell address. 


Range 

The term range refers to a group of cells. A range 
can be any rectangular set of cells. To identify 
a range, you use a combination of two cell 
addresses: the address of the cell in the 
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upper-left corner of the range and the address 
of the cell in the lower-right corner of the 
range. A colon (:) separates the two cell 
addresses. For example, the range A2:C4 
includes the cells A2, A3, A4, B2, B3, B4, C2, 
C3, and C4. 


Formula Bar 

The Formula Bar is composed of three parts. 
At the left edge of the Formula Bar, the Name 
box displays the location of the currently 
selected cell. 


The Cell Contents area appears on the right 
side of the Formula Bar and displays the 
information stored in the currently selected cell. 
If a cell contains a formula, the formula appears 
in the Cell Contents area, and the formula’s 
result appears in the active cell. If the active cell 
contains a very long entry, you can use [¥ at 
the right edge of the Cell Contents area to 
expand the size of the area vertically. 


Between the Name box and the Cell Contents 
area, buttons appear that help you enter 
information. Before you start typing in a cell, 
only the Function Wizard button (|# ) appears, 
as described in Part Ill; you can use this button 
to help you enter Excel functions. Once you 
start typing, two more buttons appear; click [~ 
to accept the entry as it appears in the Cell 
Contents area or click [x to reject any typing 
and return the cell to the way it appeared 
before you began typing. 








Understanding 
the Ribbon 


Oo accomplish tasks in Excel, you use 

commands that appear on the Ribbon. You 

no longer open menus to find commands; 
buttons for commands appear on the Ribbon. Do not 
worry if you do not find a particular command 


on the Ribbon; it is still available, and if you use it 
often, you can add it to the Ribbon or the Quick 
Access Toolbar, which appears by default above the 
Ribbon. See Chapter 28 for more on customizing 
the Ribbon and the Quick Access Toolbar. 





On the Ribbon, you find tabs, which take the place of 
menus in Excel 2010. Each tab contains a collection of 
buttons that you use to perform a particular action. 
On each tab, buttons with related functions appear in 
groups. For example, on the Home tab, you find seven 


Cells, and Editing. In the lower-left corner of some 
groups, you see a Dialog Box Launcher button ([&]) 
that you can click to see additional options that you 
can set for the group. By default, the Ribbon contains 
seven tabs, described in the following table. 


groups: Clipboard, Font, Alignment, Number, Styles, 


Tabs on the Ribbon 


Tab Purpose 
Home This tab helps you format and edit a worksheet. 
Insert This tab helps you add elements, such as tables, charts, PivotTables, hyperlinks, headers, and footers. 


This tab helps you set up a worksheet for printing by setting elements such as margins, page size and orientation, 
and page breaks. 


Page Layout 


Formulas This tab helps you add formulas and functions to a worksheet. 

Data This tab helps you import and query data, outline a worksheet, sort and filter information, validate and 
consolidate data, and perform Whatlf analysis. 

Review This tab helps you proof a worksheet for spelling errors and also contains other proofing tools. From this tab, you can 
add comments to a worksheet, protect and share a workbook, and track changes that others make to the workbook. 

View This tab helps you view your worksheet in a variety of ways. You can show or hide worksheet elements, such as 


gridlines, column letters, and row numbers. You can also zoom in or out. 


you can press to select tools on the Quick Access 
Toolbar and tabs on the Ribbon. If you press a key to 
display a tab on the Ribbon, Excel then displays all the 
keyboard characters you can press to select a particular 
command on the Ribbon tab. 


In addition to these seven tabs, Excel displays contextual 
tabs, which are tabs that appear because you are 
performing a particular task. For example, when you 
select a chart in a workbook, Excel adds the Chart Tools 
tab behind the View tab. The Chart Tools tab contains 
three tabs of its own: Design, Layout, and 
Format. As soon as you select something 
other than the chart in the workbook, the 
Chart Tools tab and its three subtabs 
disappear. 


To use the commands on the Ribbon, 
you simply click a button. If you prefer to 


eo 


use a keyboard, you can press the Alt key; ; ? Se arte % 


a- Ar ESS tT i " 


Excel displays keyboard characters that 
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ou can use the Mini toolbar and the Context 

menu to help you quickly format text without 

switching to the Home tab. The Mini toolbar 
and the Context menu always appear together when 
you right-click on cells that contain text or numbers, 


shapes, text boxes, WordArt, pictures, charts, Clip 
Art, or SmartArt. 


In most cases, the Mini toolbar and the Context 
menu contain a combination of the most commonly 
used commands available in the Clipboard, Font, 
Alignment, and Number groups on the Home tab. 
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Work with the Mini Toolbar 
and Context Menu 





You will notice, though, that the commands on the 
Mini toolbar change when you select pictures, 
charts, Clip Art, or SmartArt to reflect the commands 
you need when working with these types of objects. 


The commands that appear on the Context menu, 
also called a shortcut menu, also change depending 
on the content of the cells or the type of object with 
which you are working. That is, Excel displays only 
those commands on the menu that are relevant to 
the information in the cells or the type of object you 
select; this is how the menu got its name. 


/ Work with the Mini Toolbar and Context Menu 





@ Select a cell or range 
of cells. 


Note: See Chapter 4 for 
more on selecting cells. 


® Right-click on the 
selection. 


@ The Mini toolbar and 
Context menu appear, 
with the Mini toolbar 
above the Context 
menu. 
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Work with 
Backstage View 





ou can use Backstage view to manage files also can display information about the workbook 
and program options. Backstage view is new on-screen in Excel when you open Backstage view, 
to Excel 2010 as well as other Office 2010 such as file size and the date last modified. 


products. Backstage view replaces the menu that 
appeared in Excel 2007 when you clicked the Office 
button. The Office button is also gone from Excel 
2010 and other Office 2010 programs; the File tab 


appears in place of the Office button in Excel 2010 . 
and all Office 2010 programs. For more on opening, saving, and closing workbooks, 


see Chapter 2. See Chapter 8 for more on printing 
and Chapter 29 for more on sharing workbooks. 


From Backstage view, you can also print and distribute 
documents; however, before sharing, you might want 
to remove sensitive information. Finally, from Backstage 
view, you can set Excel program behavior options. 


A list of actions — commands — appears down the left 
side of Backstage view. For example, from Backstage 
view, yOu Can open, save, and close Excel files. You 


Work with Backstage View 





@ Click File. 


@ In Backstage view, 
commonly used 
file-management 
commands appear here. 


@ The title of the open 
workbook appears here. gy mites mmmeun petsttuneatec 


Buttons that represent 
other actions you can take 
appear here. 


@ Click Info. 


Information about the 
workbook on-screen 
appears here. 
































@ Click an option in the 
left column. 


This example shows 
the results of clicking 
Save & Send. 


These commands help 
you share Excel 
workbooks. 


@ Clicking buttons in the 
Save & Send column 
changes the 
information that 
appears here. 


@ Repeat step 2 until you 
find the command 
you want to use. 


This example shows 
the results of clicking 
Recent, which by 
default displays the last 
20 workbooks opened. 
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Is there a way to return to 
working in Excel without 
making any selections in 
Backstage view? 


w Yes. You can click File 
again or you can press Esc. 
Either action returns you to 
the workbook that was 
open when you clicked File 
to display Backstage view. 
And although you might 
be tempted to click Exit, 
resist the temptation 
because clicking Exit closes 
Excel completely. 


What happens if | click the 
check box at the bottom of 
the list of Recent 
Workbooks? 


Ww If you click the Quickly 
access this number of 
Recent Workbooks check 
box, Excel displays — just 
above Info in the left 
column — the names of 
the last four files you 
opened. You can change 
the number from 4 to any 
number between 1 and 
20. As you increase the 
number, you also increase 
the space required to view 
the list, and Excel adds 
scroll bars to the middle 
and left sides of the screen. 


When I click Recent, Recent 
Places appears on the 
far-right side of the screen. 
What information is here? 


w The Recent Places list 
displays locations from 
which you recently opened 
Excel files. When you click 
a Recent Place, Excel 
displays the dialog box you 
use to open workbooks 
and automatically navigates 
to the location you clicked. 


What is Recover Unsaved 
Workbooks? 


w Excel saves copies of 
workbooks you do not 
save, and you can open 
these workbooks. For 
more, see Chapter 2. 
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Enter 
Information 


ou can quickly and easily type text and 

numbers into your worksheet. Most people 

use Excel primarily to accomplish math-related 
tasks, and supplying text labels for the numbers you 
enter provides meaning to those tasks. Although you 
can type information into a worksheet in any order, 
some people find it easier to type labels first because 
they help users identify the correct place for 
corresponding numbers. 





You enter text by using your keyboard, and you can 
enter numbers by using either the number keys above 
the letters on your keyboard or the number pad to the 


ee eT al | 


Enter Text 


@ Click a cell. 


Note: See Chapter 4 for more 
on selecting cells. 


& Type text. 





@ As you type, the i 
information appears both i 
in the cell and in the 
Formula Bar. 3 


© Click 7. 


Note: If you press Enter, Excel 
stores the information but moves 
the active cell down one cell. 


@ The active cell continues 
to be the cell you selected 
in step 1, and the text you 
typed appears left-aligned. 


@ Repeat steps 1 to 3 to , 
enter other text labels. 











right of the letters on your keyboard. To use the 
numbers on the number pad, you must press the 
Num Lock key. 


By default, when you enter text into a cell, Excel 
left-aligns it in the cell and assigns it a General 
format. When you enter a number into a cell, Excel 
right-aligns it in the cell and assigns it a General 
format. Excel also recognizes some dates that you 
type; as a result, it right-aligns them in cells and 
formats them as dates. Information in a selected cell 
appears both in the cell and in the Formula Bar. For 
more on formats, see Chapter 3. 








Enter Numbers 


@ Select a cell and then 
type a number. 


® Press Enter. 


@ The number you typed 
appears right-aligned 
in the cell you selected 
In step 1. 


@ The active cell moves 
down one row. 


@ Repeat steps 1 and 2 to 
enter other numbers. 


Enter Dates 
@ Select a cell. 


@ Type a date in 
mm-dd-yyyy or 


mm/dd/yyyy format 
(either dashes (-) or 
slashes (/) will work). 


® Press Enter. 


@ The date you typed 
appears right-aligned 
in the cell you selected 
in step 1. 


e@ The active cell moves 
down one row. 


® Repeat steps 1 to 3 to 
enter other numbers. 
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Can I edit or delete the information that | Why does my label in cell Al appear 


type in a cell? 


truncated but my label in cell B1 seems to 


Ww Yes. You can edit the information either as occupy both cells B1 and C1? 
you type it or after you type it by pressing wv The information in both cells exceeds their 


F2 to switch to Edit mode. To edit as you column widths. When an empty cell such 
type, just press F2. To edit after you type, as Cl appears beside a cell containing an 
click the cell and then press F2. To change overly large entry such as B1, information 
an entry completely, enter new information seems to occupy both cells. However, Excel 
as described in this section. To delete all the actually stores all the information in cell B1; 
information in a cell, select the cell and then look at the Formula Bar as you select cell B1 
press Delete. To delete both information and then cell C1. See Chapter 5 for more. 


and cell formatting, see Chapter 3. 
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Undo 
and Redo 





ou can use the Undo feature in Excel to The Redo feature works like the Undo feature — but in 

recover from editing mistakes that might reverse. After you undo an action, you can redo it. If 

otherwise force you to re-enter data. The you undo several actions in a row, you can redo all of 
Undo feature in Excel is cumulative, meaning that them in the order you undid them. For example, if 
Excel keeps track of all the actions you take until you you undo typing and then the effects of resizing a 
close the program. When you use the Undo feature, column, when you use the Redo feature, Excel first 
Excel begins by reversing the effects of the last action restores the effects of resizing the column. If you 
you took. If you undo four times, Excel reverses the immediately use the Redo feature again, Excel restores 
effects of the last four actions you took in the order the typing. 


you took them. For example, suppose you edit a text 
label and remove some characters. If you undo the 
action, Excel reinserts those characters. 





Undo and Redo | 


@ Perform an action. 


In this example, text is 
typed. 





Q Perform another action. 
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Note: See Chapter 3 for more 
on using italics. 


© Click the Undo button 
(i). 


@ Excel reverses the last 
action. 


In this example, Excel 
removes italics. 


If you click Undo again 
in this example, Excel 
removes the text. 


@ Click the Redo button 
([@). 


@ Excel reverses the effect 
of undoing an action 
by adding back your 
last one. In this 
example, Excel 
reapplies italics. 
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| Can | undo more than one 
action at a time? 


w Yes. Click the drop-down 
arrow ([*]) beside the 
Undo button (| ) to 
display the list of actions 
you can undo. Click the 
oldest action you want to 
undo, and Excel undoes 
all the actions from the 
oldest one you select to 
the latest, showing you the 
worksheet at the point in 
time before you took any 
of those actions. 


Can I redo more than one 
action at a time? 


w Yes. The Redo feature 
works the same way as the 
Undo feature. To be able 
to redo more than one 
action at a time, you must 
undo multiple actions 
before you redo them. 
Then, click [=] beside the 
Redo button (| ) to 
display a list of actions you 
can redo. Click the oldest 
action, and Excel redoes all 
the actions from the oldest 
to the latest. 


Why is the Redo button 
unavailable when the Undo 
button is available? 


‘w Excel keeps track of all 
actions you take in all open 
workbooks and makes 
those actions available to 
undo until you close Excel. 
The Redo button ([™ ) 
button will not be available 
unless there are actions to 
redo, and actions to redo 
do not become available 
until you undo an action. If 
you then click [™ to redo 
the action you undid, then 
[~ becomes unavailable 
because there are no more 
actions to redo. 
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Move Around 
in a Worksheet 


ou can use arrow keys to move around a 
worksheet, moving the active cell up, down, 
left, or right one cell at a time. If you hold 
down an arrow key, Excel moves the active cell 
repeatedly in the direction designated by the arrow 
key. You can also move one screen at a time by using 
the Page Up and Page Down keys. 





To quickly move to the first or last cell in a range, you 
can take advantage of the End key. You use the End 
key in combination with the arrow keys to move the 


Move Around in a Worksheet 





active cell to the top or bottom cell in a column or the 
left or right cell in a row. When you press the End key, 
Excel displays End Mode on the status bar to alert you 


that the active cell will move to the first or last cell in 
the direction of the arrow key you use. 


When you know the address of the cell in which you 
want to work, you can move directly to that cell by 
using the Go To dialog box. 
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opens. 
Type a cell address. 
Click OK. 





Excel moves the active 
cell to the cell address 
you typed. 
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When I open Excel, I see 
Sheet1, Sheet2, and Sheet3 
at the bottom of the 
screen. What are these? 


w Every workbook can 
contain multiple 
worksheets, represented 
by tabs at the bottom of 
the screen. The default 
names for each worksheet 
are Sheet followed by a 
sequential number. To 
view the content of a 
particular sheet, click that 
sheet’s tab. You can add 
and delete worksheets, 
change their names, and 
move or copy them; see 
Chapter 6 for more. 


Where does Excel place the 
active cell when I move a 
screen at a time? 


w The active cell remains in 
the same relative position 
on the screen when you 
press the Page Up or Page 
Down keys. For example, if 
D10 is the active cell while 
viewing rows 1 to 27 and 
you press the Page Down 
key, then Excel displays 
D37 as the active cell. 
However, the active cell 
does not move if you click 
in the horizontal scroll bar. 


What happens if | click the 

Special button in the Go To 

dialog box? 

vw Excel opens the Go To 
Special dialog box, where 
you Can set special 
conditions for Excel to use 
to go to a particular cell. 
For example, you can opt 
to select all cells that 
contain formulas. 


Is there an easy way to 
move one screen to the 
right or left? 


w Yes. You can click a blank 
area in the horizontal scroll 
bar that runs across the 
bottom of the screen. 
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Save 
a Workbook 





ou can save your workbook so you can use it To help you work with others who have not yet 

at another time in Excel 2010. Excel 2007 upgraded to Excel 2010, you can save a copy of an 

introduced an XML-based file format, and Excel 2010 workbook in the Excel 97-2003 format. 
Excel 2010 also uses it. This format reduces the Saving an Excel 2010 workbook as an Excel 97-2003 
size of a workbook, which improves the likelihood of workbook does not affect the Excel 2010 file, but the 
recovering information if a file becomes corrupted. Compatibility Checker dialog box may appear to 


indicate that the workbook contains features that are 
not supported by Excel 97-2003. The Compatibility 

Checker dialog box also indicates that Excel 2010 will 
convert those features to the closest-available format. 


By default, Excel 2010 saves new workbooks in the 
new file format, assigning an extension of .xlsx to 
the workbook. However, if you open a workbook 
created in Excel 97-2003, make changes, and then 
save the workbook, Excel assumes that you want to 
save the file in the Excel 97-2003 format with a file 
extension of .xls. 


Pre lier) a> 


Save an Excel 2010 
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@ Click here to select a 
library into which to 
save the workbook. 


@ Click here to create a 
new folder in which to 
place the workbook. 
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Is there a quick way to save 
a workbook? 


w Yes. After you save a 
workbook for the first time, 
you can click the Save 
button ([id ) on the Quick 
Access Toolbar to save it 
again. Excel assumes you 
want to use the same 
filename for the workbook 
and save the workbook in 
the same folder, so Excel 
does not open the Save As 
dialog box. 


Can I save my workbook in 
portable document format? 


w Using the Save & Send 
option in Backstage view, 
you can save Excel 
workbooks in PDF or XPS 
format. The PDF file format 
is widely used because 
PDFs retain visual 
formatting and can be 
opened with Adobe’s free 
Acrobat Reader program. 
The XPS file format is new 
from Microsoft and works 
the same as PDFs. 


How do the .pdf and .xps 
options in the Save As 
dialog box differ from the 
choice that appears when | 
click Save & Send in 
Backstage view? 


w The file formats are the 
Same and you can use 
either method — selecting 
Save & Send or selecting 
the appropriate file type 
from the Save as type list. 
Clicking Save & Send in 
Backstage view is simply a 
faster way to narrow your 
choices to just the PDF or 
XPS format. 
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Reopen an Unsaved 
Workbook 


rdinarily, you would need to save a Excel after a catastrophic event, Excel displays 
workbook to reopen it, but the Autosaved workbooks that had been open at the time of the 


Version feature enables you to reopen any catastrophe and gives you the opportunity to save 
workbook that you did not save within seven days of them. In this way, you will never lose more than ten 
closing it without saving it. minutes of work. 

By default, Excel saves your workbook in the As a byproduct of this feature, you also can recover 


background every ten minutes, even if you have not from disasters such as forgetting to save a workbook 
yet saved the workbook and assigned a name to it. before you close it. Excel can detect disasters, but 
Excel uses these automatically saved versions to help Excel cannot determine when you accidentally forgot 
you recover from disasters, such as lightning strikes or to save a workbook. This task shows you how to 
power failures, that might occur before you have the reopen that workbook you forgot to save. 
opportunity to save your work. When you first open 


Reopen an Unsaved Workbook } 


@ Click the File tab. 
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The Open dialog box 
opens, showing you 
available unsaved files. 


Note: Excel assigns a 
filename extension of .xIsb to 
unsaved workbooks. 


& Click the unsaved file 
you want to open. 


© Click Open. 


The draft version 
appears as a read-only 
file to which you 
cannot save changes. 


@ This gold bar identifies 
this as an unsaved file. 


@ Click Save As to save 
the file as an Excel 
workbook. 


After you save the 
document, the gold 
bar disappears, and 
you can start working. 


Why do some unsaved 
workbooks have names 
when I view unsaved files 
in the Open dialog box? 


‘w You might have modified a 
saved workbook and then 
closed it without saving. 
Excel does not distinguish 
between workbooks you 
never saved and workbooks 
you saved but closed 
without saving after making 
changes. Instead, Excel flags 
a workbook as one you 
might want to reopen if 
you have closed it without 
saving changes you made. 
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Can I control any of the 
options associated with 
Excel automatically saving 
my workbooks? 


w Yes. You can specify how 
often Excel automatically 
saves your workbooks and 
where Excel stores the files 
it uses to help you recover 
lost work. You can also 
control settings associated 
with saving documents. All 
these options appear when 
you click Save on the left 
side of the Excel Options 
dialog box. See Chapter 30 
for more. 
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What should | do if | 
determine that the unsaved 
file is one that I do not 
want to save? 


‘w You can close it. Click the 
File tab, and in Backstage 
view, click Close; Excel will 
not prompt you to save 
the file. However, the file 
will continue to appear in 
the Open dialog box when 
you view unsaved files until 
seven days pass from the 
date you modified the file. 
During that time, you can 
reopen the unsaved file. 
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Open 
a Workbook 


ou can display workbooks that you previously 

saved so you can continue working on them 

or print them. To open a workbook, you 
choose from a list of available workbooks in the folder 


that you select. By default, Excel displays all workbooks 
created by Excel 2010 and earlier versions of Excel. 





When you use Excel 2010 under Windows 7 or 
Windows Vista, the appearance of the Open dialog 
box differs from the one you see when using Excel 
2010 under Windows XP. In Windows 7 or Windows 
Vista, you select the folder containing the file you 
want to open from the Navigation pane that appears 
on the left side of the dialog box; in Windows 7, that 
folder might appear in a library. 


ey el Tir. OTT ae 


Open Excel Workbooks 





@ Click the File tab. 


Backstage view appears. 


Q Click Open. 


The Open dialog box 
opens. 


@ Click here to navigate to 
the folder containing the 
workbook you want to 
open. 
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When you select a folder, the files it contains appear in 
the pane on the right side of the dialog box. By 
default, in the Navigation pane, Excel selects the 
folder you designate as the Default File Location when 
you set Excel options. See Chapter 28 for more on 
setting the Default File Location. If you select a 
different folder, Excel continues to select that folder 
until you select another folder or close Excel. In this 
section, you see the version of the Open dialog box as 
it appears under Windows 7. 
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@ When you click a 
folder, the files in it 
appear here. 


@ Click the workbook you 
want to open. 


@ The filename appears 
here. 


& Click Open. 


The workbook appears 
on-screen. 


How many workbooks can 
| open at one time? 


w As many as memory 
permits. You can select all 
the workbooks you want to 
open simultaneously in the 
Open dialog box, and 
Excel opens them in the 
order they appear in the 
Open dialog box. 
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Is there a quick way to 
open a file | just closed? 


Yes. You can use the 
Recent Workbooks list and 
the Recent Places list that 
appear when you click 
Recent in Backstage view. In 
the Recent Workbooks list, 
Excel displays the names of 
the most recently opened 
workbooks. In the Recent 
Places list, you see the 
folders to which you have 
recently navigated and 
stored Excel files. 


Vv 









Total Sales 


76 


ume 
ne 
ft 6 = 6aeta 

_ 13 St 


5 23 eat 


i ea 







What should I do if I use 
Windows Vista or Windows 
7 and cannot remember 
where I saved the Excel 
workbook I want to open? 


w Click the Start button. In 
the Start Search field, 
begin to type the name of 
the workbook. As you type, 
filenames that match the 
letters you type appear on 
the Start menu. When you 
see the workbook you 
want to open, click it. 
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a Workbook (continued) 


xcel provides options on the Open button 
that you can use when you open workbooks. 
For example, you can open a workbook in a 
read-only state, which means that you can look at the 
information in the workbook but not save changes to 
it. You can also open a workbook as a copy of the 
original. Then, you can work with the copy without 
disturbing the original workbook. You can open and 
repair workbooks when they are damaged. Using this 
option, you can attempt to recover information. 





Ore a Workbook (continued) 





Open a File in Another 
Format 


@ Click the File tab. 


Backstage view appears. 


& Click Open. 


The Open dialog box 
opens. 





© Click here to navigate to 
the library and folder 
containing the file you 
want. 


@ The files in the folder you 


select appear here. 


® Click here to display the 
types of files you can 
open. 


© Choose a file type. 


This example uses an 
Access file. 


You can open a wide variety of other kinds of files in 
addition to Excel workbooks. For example, you can 
open Web pages, XML files, text files, comma-separated 
value files, or tables created in Access — just to name 
a few. When you open a file that is not a workbook, 
Excel’s behavior changes depending on the type of file 
you open. In Chapter 30, you see what happens in 
Excel when you import a text or comma-separated 
values file into Excel. In this section, you see what 
happens when you open a table created in Access. 
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@ Files of the type you 
select appear here. 


© Click the file you want 
to open. 
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The filename appears 
here. 


QO Click Open. 
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Note: Before an Access file : a E 
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by commas. For example, file, the information is Excel needs to know which 
if you stored an address separated by some table you want to open. 
book in a comma-separated character other than a Therefore, before opening 
file, each line would contain comma. For example, if the file, Excel displays the 
all the information about you open a text file in Select Table dialog box, 
one addressee, and the Notepad, you might see from which you must 
addressee’s name, address, the information separated select a table and then 
city, state, and ZIP code by spaces or tabs. click OK. 


would be separated by 
commas. You can typically 
open a comma-separated 
file in Windows Notepad. 
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Convert an Excel 97-2003 
Workbook to Excel 2010 


Excel’s Compatibility Checker feature that indicates 
that the workbook now contains features available 
only in Excel 2010. If you want to retain all the editing 
that you have done, you should convert the file. 


ou can convert existing Excel workbooks to 
the new Excel format introduced in Excel 2007 
and shared by Excel 2010. You do not need to 
convert an Excel workbook that uses an older format 
to the Excel 2010 format to open and edit the 
workbook. When you open a workbook formatted in 
an older version of Excel, Excel 2010 displays the 
workbook’s title along with the words Compatibility 
Mode. You can edit the workbook by using all the 





During the conversion process, Excel also saves your 
workbook. As a result, if you see a Compatibility 
Checker dialog box when you try to save a workbook 
created in an older version of Excel but edited in Excel 


tools available in Excel 2010. However, if you try to 
save the workbook, you may see a message from 


to the Excel 2010 format. 


Convert an Excel 97-2003 Workbook to an Excel 2010 Workbook 


2010, you can cancel the Compatibility Checker and 
use the steps in this section to convert the workbook 





@ Open a workbook created 
in a version of Excel older 
than Excel 2007. 


Note: See the section “Open a 
Workbook” for more. 


@ Inthe title bar, Excel 2010 
indicates that the 
workbook is open in 
Compatibility Mode. 


@ Click the File tab. 

Backstage view appears. 
© If necessary, click Info. 
® Click Convert. 
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Excel displays a 
message indicating 
that it will convert the 
workbook to the 
newest file format. 
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must close and reopen ; 
the workbook 4 january February March 
. 5 Widgets 1a? 135 
6 Gadgets 149 163 iF 
@ Excel also changes the 7 
filename extension to ; ee 2 
.XISX. 10 a 
y 0% 
© Click Yes. 3 


Excel closes and 
reopens the workbook. 


Compatibility Mode no 
longer appears in the 
title bar. 
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What is the advantage of converting to 
the Excel 2010 format? 


w You gain a number of new features in 
Excel 2010 that are not available in Excel 
97-2003. For example, the number of rows 
and columns in Excel 2010 exceeds the size 
of worksheets in the Excel 97-2003 version. 
And Excel 2010 supports even-or first-page 
headers or footers not available in Excel 
97-2003. If you convert a file and then 
use any of these features, be wary of saving 
the file to an Excel 97-2003 format. For 
example, if your workbook contains data 
outside the range of available cells in the 
older version, that data will be lost. And if 
your workbook contains even-or first-page 
headers or footers, you will lose that 
formatting. 


The Convert option does not appear when 
I click Info on the left side of Backstage 
view. Why not? 


‘Ww The workbook you are viewing is already in 
Excel 2010 format, with a filename extension 
of .xlsx. The Convert option appears in 
Backstage view only when you are viewing 
a workbook created in Excel 97-2003 and 
you are working in Compatibility Mode. 


What versions of Excel workbooks can 
I convert? 


w You can convert files from all versions of 
Excel prior to Excel 2010, including Excel 
2.1 worksheets, Excel 3.0 worksheets, 
Excel 4.0 worksheets and workbooks, Excel 
5.0/95 workbooks, and Excel 97-2003 
workbooks. Just open any of these files and 
follow the steps in this section. You do not 
need to convert Excel 2007 files, and you 
will not see any options to do so. 
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Start a New 
Workbook 


[though a new blank workbook appears by 

default when you open Excel, you do not 

need to close and reopen Excel to start a new 
workbook. If you prefer, you can use a variety of 
templates as the foundation for an Excel workbook. 
Templates are workbooks that contain predefined 
information and settings that you can use, so you do 
not need to create the settings yourself. Excel installs 
some commonly used templates when you install the 
program. Other templates are available to download 
from Microsoft’s Web site. 


re a New Workbook * 





@ Click the File tab. 
Backstage view appears. 
@& Click New. 


@ Templates stored on your 
hard drive appear here. 


@ Templates available online 
appear here. 


Note: If you click any choice 
other than Blank workbook, 
more templates appear. 
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All workbooks, including the blank workbook that 
appears when you start Excel, are based on a 
template. You cannot change the default settings in 
the blank workbook, but you can create your own 
version of the default blank workbook that Excel opens 
instead of the original default blank workbook. For 
example, you may prefer a different font and font size 
for all new workbooks. You can make your settings 
permanent so that each time you start Excel, Excel 
opens a blank workbook that uses your font and 

font size. 
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This example uses a 
selection from Sample 
Templates. 


A preview of the 
selected template 
appears here. 


& Repeat step 3 until you 
find the template you 
want to use. 


If you select Recent 
Templates or Sample 
Templates, you can 
click here to redisplay 
all templates. 


® Click Create. 


A new workbook 


You can edit this 


same way you edit 
any workbook. 


@ Click a template. ee Asilable Tent 
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Is there a way to modify the settings 
displayed by the default blank workbook? 


w You cannot modify the default blank 


workbook because it exists in memory only. 
However, you can create a blank workbook, 
not a template, that uses your settings and 
have Excel always open that workbook 
when you start Excel. Set up the workbook 
and save it to a particular folder, such as 

C: \users \username \ Documents \ Excel 
Startup. Then, in Excel, click the File tab, 
and in Backstage view, click Excel Options. 
In the Excel Options dialog box, click 
Advanced on the left, and on the right, 
scroll down to the General section. Type the 
path name containing your workbook in the 
At Startup, Open All Files In box. When you 
next open Excel, your workbook appears. 
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Can I open Excel without a blank workbook? 
w Yes. Click Start, and in the Start Search field, 


type excel. Then, add a space and type /e. 
When the item “excel /e” appears at the top 
of the list, right-click on it, click Send To, and 
then click Desktop (Create Shortcut). On 
your desktop, right-click on the new shortcut 
and then click Properties. At the end of the 
line in the Target field, type /e. Click OK and 
then open Excel via that shortcut. 


If | just want a new blank workbook, is 
there a faster way to open one? 


w Yes. Using a keyboard shortcut, you can 


bypass Backstage view and the choices that 
appear when you click New. While viewing 


any open workbook, press Ctrl+N. Excel 
displays a new blank workbook. 
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Switch between 
Workbooks 


ou can have more than one workbook open workbook. Or you may need to link workbooks so 

at the same time and switch between the Excel updates the information in one workbook when 
workbooks as you work. In fact, the number you make a change in the other workbook. Creating 
of workbooks you can have open at the same time is formulas by using data from different workbooks and 
limited only by the amount of memory your linking workbooks is easiest if all the workbooks that 
computer has. you need to link are open at the same time. See 
Chapter 9 for more on creating formulas by using data 
from different workbooks. See Chapter 24 for more on 
linking workbooks. 





It is not uncommon to need to use more than one 
workbook at the same time. Often, one workbook 
contains information that you want to copy and paste 
into another workbook. You may also need to create You can switch between open workbooks by using 
formulas that combine data from a worksheet in one Excel features or by using the Windows taskbar. 
workbook with another worksheet in a different 


Switch between Workbooks | 


Switch Workbooks by 
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Switch Documents by 
Using the Windows 
Taskbar 


@ Open all the 
workbooks you want to 
work with. 


Note: To open a workbook, 
see the section “Open a 
Workbook. ” 


@® Point the mouse at the 
Excel button on the 
Windows taskbar. 


@ Each open workbook 
appears. 


© Click the workbook you 
want to view. 


The workbook appears 
on-screen. 
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Why do I not see buttons Why do | see only one Is there a way to display 
for each Excel workbook in button on the Windows separate buttons on the 
the Windows taskbar? taskbar when I have several Windows taskbar for each 


workbooks open? open Excel file? 


w Excel options may not be 
set to display workbooks in 
the Windows taskbar. Click 
the File tab, and in 
Backstage view, click Excel 
Options. Click Advanced 
on the left, and on the 
right, scroll down to the 
Display section. Click the 
Show All Windows check 
box (| changes to [lv]) in 
the taskbar. Click OK. You 
should now see buttons in 
the Windows taskbar for all 
open workbooks. 


w The Windows taskbar w Yes. Right-click on a blank 


displays buttons for all 
open documents in any 
program and has a limited 
amount of space to display 
those buttons. To make 
space, the Windows taskbar 
groups open documents 
from the same program on 
a single button by default. 
If you click that button, 
Windows displays a list of 
the open documents for 
that program, and you can 
click one to view it. 


area of the Windows 
taskbar and then click 
Properties. In the Taskbar 
and Start Menu Properties 
dialog box, on the Taskbar 
tab, click the list beside 
Taskbar buttons and 
choose Never Combine. 
Then, click OK. You should 
see one taskbar button for 
each open Excel file. 


33 


34 


Add Properties 
to a Workbook 


f you use the Document Information Panel to 

enter overview information that describes a 

workbook, you can view that information in the 
Open dialog box before opening the workbook to 
help you determine whether it is the workbook that 
you want to open. You can store the name of the 
person who created the workbook, a workbook title 
and subject, a description of the workbook and 
keywords, and category information. Excel fills in the 
Status field if you mark the workbook as final. See 
Chapter 29 for more on marking a workbook as final. 


If you store keywords for a workbook, they appear in 
the Tags column of the Open dialog box when you 
view the details of the folder’s contents. You can also 


Add Properties to a Workbook 


@ Click the File tab. 


‘eept | ayust 
Backstage view appears. a 
@ Click Info. Boe 
Cop Cros 
. ‘ ome 
© Click Properties. pa 9: 
Recent Workbook + 
4) Click Show Document sa 
Panel. Pen 2} 
Save & Send oe 
Help 
+) Options . 
Excel displays the Ed ee Q 
° Manage 
Document Information vernon 
Panel. 
© Fill in any information that 





you want to store with the 





use the Search Bar on the Start menu to search for a 
workbook by using data stored in the Document 
Information Panel. 






Is there a way to view and store 
more details about a workbook? 


w Yes. You can click Document Properties 
and then click Advanced Properties 
to open the Properties dialog box, 
which contains five tabs of information. 
On the Custom tab, you can add fields 
of information that you want to store. 
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the workbook with the 
document information. 
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Close 
a Workbook 


hen you finish working with a workbook, 

you can close it. If you have only one 

workbook open and you close it, Excel 
displays a blank window like the one you see in this 
section. If you have multiple workbooks open and 
you close one workbook, Excel displays one of the 
remaining open workbooks. 


When you close a workbook, Excel prompts you to 
save the workbook only if you have made changes 
that you have not saved. If you have not made 
changes to a workbook and tell Excel to close it, you 
do not see a prompt about saving the workbook 
and can safely assume that all changes were saved. 


Close a Workbook | 


@ Click the File tab. 


Backstage view 
appears. 


@ Click Close. 


£3 oe 





Excel removes the 
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Is there a way to close a workbook 
without using Backstage view? 


w Yes. You can click the Close icon ([.) 
that appears on the same row as the 
tabs on the Ribbon. If you have more 
than one workbook open, you can 
click the Close icon ([2.) in the 
upper-right corner of the screen, 
which closes both your workbook 
and Excel if you have only one 
workbook open. 








@ Mterrnef\ Documents et Excel 2810\ Sealer Reportster 





workbook from the 
screen. 


If you made changes 
and did not save them, 
Excel prompts you to 
save them before it 
closes the workbook. 


If another workbook is 
open, Excel displays 
that workbook. 
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Change Fonts 
or Font Size 


ou can change the font and font size in your 
workbook. By default, each workbook that you 
create in Excel 2010 uses a sans serif font 
called Calibri and the size is set at 11 points. You can 
select from a wide variety of serif and sans serif fonts 
that are TrueType fonts and will print as they appear 
on-screen. Serif fonts contain short lines stemming 
from the tops and bottoms of the letters, while sans 
serif fonts do not contain these short lines. 








Change Fonts or Font Size 





Make Changes for a Selection 


a Select the cell or range for which you 
want to change fonts or sizes. 


Note: See Chapter 4 for more on selecting 
cells. 


@ Click the Home tab. 


@ Click the Font list drop-down arrow ([-]) 
to display the list of available fonts. 


@ As you pass the mouse pointer over a 
font, Excel previews the selected cells in 
that font. 


® Click a font. 
Excel applies the font to the selection. 


& Click the Font Size drop-down arrow 
(L-]) to display the list of available 
font sizes. 


@ As you pass the mouse pointer over a 
font size, Excel previews the selected 
cells in that font size. 


© Click a font size. 


Excel applies the font size to the 
selection. 
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You can change the font and font size for a single cell 
or selected cells or for an entire worksheet. As you 
make changes, Excel shows you a preview of the way 
information in the cells you select will appear. 


It is possible that you will need to change the font or 
the font size almost every time you create a new 
workbook. If you find that Calibri or its size does not 
work for you most of the time, you can change the 
default font or size so that each new workbook you 
create uses a font and size of your choice. 












ane 


Pladkoewvile (Ad Fane 


igen ¥ 
- 7 * 
: cr 





2 Fatang hs 
% Teuteuy 93 
F laptoes | F Bell MT 
jeerctun Berlin form FB = 
£ tp  Barlhs Lon FR Gere Chih bail 





Te cise strad St Delo 


oS . idliriy kiieel / 
toeega Britian [ebel 
ieee oY Bea 


es i 





Hib ate 





Ll 
- 





_ OY. Pitre Cie a] ride ri. 1 


wy. ob 





Change the Defaults 
@ Click the File tab. 


Backstage view 
appears. 


@ Click Options. 


The Excel Options 
dialog box opens. 


@ Click General. 
@) Click here (FJ) to 


choose a font from the 
list of available fonts. 


® Click here ([+]) to 


choose a size from the 
list of available font 
sizes. 


© Click OK. 


Each new workbook 
will use the font and 
font size you selected. 
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When should I use a serif font and when Is there another way to change the font 
should I use a sans serif font? and font size? 
w The lines provided by serif fonts make w For the current workbook only, you may 
them ideal for reading because they help want to use the Font tab of the Format 


guide the eye along the text. If you pay 


Cells dialog box, which enables you to 


close attention, you will notice that most change not only the font and size but also 


books and newspaper articles use serif 
fonts, such as Times New Roman. In 
contrast, sans serif fonts — Arial being 
among the most popular — work very 
well for headlines because they tend to 
catch the eye. Headings in books and 
newspaper headlines typically use sans 


serif fonts. 


apply a font style, add font effects, and 
change the color of the text. Click the 
Dialog Box Launcher button ([f]) in the 
Font group on the Home tab of the Ribbon 
to open the Format Cells dialog box to the 
Font tab. For more on working with font 
styles, font colors, and font effects, see the 
next three sections in this chapter. 
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Apply Boldface, Italics, 
or Underlining 


ou can enhance text in a cell by applying a 
font style, such as boldface, italics, or 
underlining, to the text. Applying a font style 
to enhance text helps call attention to the text and 
can improve the appearance of your worksheet. 
However, the old adage “Too much of a good thing is 
no good” holds true. Font styles are most effective 
when used sparingly. For example, if you apply a font 
style such as boldface to too many cells, the impact of 
the enhancement can be lost in a sea of bold cells. 






‘How do I choose between single 
underlining and double underlining? 


‘Ww On the Ribbon, you can click the 
drop-down arrow ([=]) beside the 
Underline button ([Z_). Excel displays 
a menu that contains two choices: 
Underline and Double Underline. 


You can apply more than one font style to a selection. Choose Underline for a single 

For example, you can apply both boldface and italics underline. Excel also supports 

to the text in a single cell. You also can apply single accounting underlining; for more, see 
underlining or double underlining to a cell. the section “Apply Font Effects.” 


Apply Boldface, Italics, or Underlining 
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@ Select the cell or range to 
which you want to apply 
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You can click more than 
one font style button. 
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Change the 
Font Color 


ou can change the color of text in cells to 

enhance the appearance of your worksheet. 

Color is effective when you view your 
workbook on-screen, save it as a PDF (portable 
document format) or XPS (XML paper specification) 
file, or print it with a printer; however, applying 
color when you intend to print a workbook to a 
noncolor printer can make reading more difficult. 


You can select any of ten standard colors or ten 
theme colors. Each theme color also offers you five 
variations of the theme color, ranging from 80% 
lighter than the main theme color to 50% darker 
than the main theme color. As a result, you can 
select a color from 60 possible theme colors. 


| Change the Font Color 


What can I do if | do not see the 






Formatting Cells J airy) Cg 3 








color I want? 
w You can click More Colors at the 


bottom of the Colors drop-down list 
to display the Colors dialog box. Use 
the Standard tab to select a standard 
color; just click the color and then 
click OK. If none of the standard 
colors appeal to you, use the Custom 
tab to select from many shades of the 
same color. 










@ Select the cell or range 
for which you want to 
change the font color. 
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Note: See Chapter 4 for 
more on Selecting cells. 


2) Click the Home tab. 


@ Click the Colors 
drop-down arrow ([=]) 
to display the list of 
available font colors. 
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Apply 
Font Effects 


ou Can apply a variety of special font effects to 
text in cells. For example, you can assign 
superscript notation to a cell to represent a 
trademark. You can apply a subscript to a cell as 
part of a mathematical formula. Superscripted or 
subscripted information appears in a smaller-sized font 
slightly above or below the line on which regular-sized 
information appears. 





You can apply strikethrough to indicate that 
information should be deleted. When you apply 
strikethrough, Excel draws a line through the middle 
of the text. 


ery Font Effects 





@ Select the cells to which 
you want to apply effects. 


phere sdf 





a Calibei +} «= A ye 
; | 
Note: See Chapter 4 for more ite | Ber u 
on selecting cells. = - 


& Click the Home tab. | 6 Month Sales Figures for 2010 
2 i(ln Thousands) 

@ Click the Dialog Box : 
Launcher button ([&]) in 


the Font group. 


inwary February blarcy 


B 
ty 


The Format Cells dialog 
box opens. 


4) Click the Font tab. 


@ You can click here ({] 


changes to |v) to apply 
the strikethrough font 
effect. 


@ You can click here ({] 
changes to ||) to apply 
the superscript font effect. 


You can click here (|_| 
changes to ||) to apply 
the subscript font effect. 
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You can also apply four different styles of underlining 
to selected cells. Two of those underline styles — 
single and double — are available directly from the 
Underline button on the Ribbon; see the section 
“Apply Boldface, Italics, or Underlining” for more on 
applying these types of underlining styles. When you 
use the accounting variation of underlining, Excel adds 
a bit more space between the underline and the text 
than if you use the regular underlining styles. 


To apply the accounting variation of underlining along 
with the strikethrough, superscript, or subscript font 
effects, you can use the Format Cells dialog box. 
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You can click here ([+]) 
to choose an underline 
effect from the list. 


© Click OK. 
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This is a TrueType font. The came Font will be used on both your printer and your screen. 





bl hl ll ll allt il 
1 6 Month Sales Figures for 2010 
2 (In Thousands) 


Excel applies the effects 
you chose to the 
selected cells. 


Can I superscript only some 
text in a cell? 


wv Yes. Select the cell, press 


F2 to edit it, and then click 
and drag to select just that 
portion of the text in the 
cell that you want to 
superscript. Then, follow 
the steps in this section. 
When you finish, press 
Enter to save the contents 
of the cell. Excel applies 
the superscript font effect 
to only the text you 
selected in the cell. 







J January February hdarch April hvlay June Total Sales 
Widgets 127 135 145 129 146 157 [s__876 | 
badgets 145 1lb3 173 130 135 198 |5 L074 
Sedgets 165 183 203 130 160 183 5 41,110 

7 \Totalsales S$ 464 $ 407 4 527 4 519 $ 530 4 539 4 43,060 





How can I select two 
ranges of cells so I can 
apply the same font effect 
to all of them? 


w Click and drag to select the 
first set of cells. Then, press 
and hold Ctrl as you click 
and drag to select the 
second set of cells. Excel 
adds the second selection 
to the first selection. You 
can add a third selection 
(and more) by using the 
same technique. 


When should I use Single 
Accounting underlining 
versus Double Accounting 
underlining? 


w Accounting practices 
dictate that you use Single 
Accounting underlining to 
indicate that you are 
performing a mathematical 
operation on the numbers 
above the underline. They 
dictate that you use Double 
Accounting underlining to 
identify a number as the 
result of the mathematical 
operation. Apply Double 
Accounting underlining to 
totals. 


4] 





Understanding 
Number Formats 


Y 


ou can apply 12 different categories of formats 
to numbers that you type into a worksheet. 


Adds a decimal point followed by two zeros and, if appropriate, a comma to separate thousands 


Displays a value as money, adding a dollar sign, a decimal point followed by two zeros, and, if 
Displays a value as money, lining up dollar signs and decimal points in columns of numbers. The dollar sign 
Displays a value as a date by using the Short Date format or the Long Date format stored in the Region and 


Displays a value as a time by using the Time format stored in the Region and Language Options dialog box 


Displays a value by using exponential notation, a shorthand way to write large numbers by using fewer 


Four formats used to display numbers as five-digit ZIP codes, nine-digit ZIP codes, phone numbers, or Social 


Format Type Description 
Number 
Currency 
appropriate, a comma to separate thousands 
Accounting 
appears left-justified, and the rest of the number appears right-justified. 
Date 
Language Options dialog box 
Time 
General Displays a value by using the default formatting that Excel initially assigns to all cells 
Percentage Displays any value between O and 1 as a percentage 
Fraction Displays a value as a fraction 
Scientific 
characters 
Text Displays numeric values as left-aligned text that Excel does not include in calculations 
Special 
Security numbers 
Custom Enables you to design your own format 





Formatting versus Actual Values 

Formatting can give the appearance of changing 
values in a workbook, but it does not. For 
example, applying a Currency format to a number 
such as 123.456 stored in Al changes the 
appearance of the number in the worksheet to 
$123.46, rounding cell Al in the process. But 

if you use cell Al in a calculation, Excel uses 
123.456, the value stored in the cell, instead of 
$123.46, the value that appears in the worksheet. 


Dates and Serial Numbers 

Excel treats dates as serial numbers so you 

can perform calculations by using dates. Excel 
displays the date format in both the cell and 
the Formula Bar. However, in the background, 
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Excel converts the date to its serial value for use 
in calculations. 


The serial number 1 corresponds to January 1, 
1900, the serial number 2 corresponds to 
January 2, 1900, and so on. Excel supports serial 
dates up to 2,958,465, which corresponds to 
December 31, 9999. Note that Excel for Mac 
bases serial dates on 1904 instead of 1900. 


If you type a date in a format that Windows does 
not recognize, Excel does not treat the entry as a 
date. For example, suppose your Long Date 
format is dd MMMM, yyyy. Excel expects you to 
enter June 24, 2010, as 24-Jun-2010. If you enter 
June 24, 2010, Excel applies a General format 
and does not use the date in calculations. 


Times and Serial Numbers 

Format any decimal value between 0 and 1 as a 
time and Excel treats the value as a serial 
number so you can use it in calculations. The 
serial number O corresponds to midnight, the 
serial number .00001 corresponds to 12:00:01 
a.m., and the serial number .99999 
corresponds to 11:59:59 p.m. If you apply a 
time format to a number larger than 1 that also 
includes decimals, such as 1.2345, Excel 
displays both the date and time corresponding 
to the number. 


Exceptions and the General Format 
When you use the General format, Excel 
displays the number as you enter it, with the 
following exceptions: 


e Excel drops any trailing zeros in whole 
numbers or leading zeros; for example, 
Excel stores both 0123 and 123.00 as 123. 


e Excel inserts a leading zero before a decimal 
without a whole number; for example, Excel 
stores .123 as 0.123. 


e Excel truncates decimal places when a 
number contains too many digits to display 
within the current column width. 


e Excel converts whole numbers to scientific 
notation when the number contains too 
many or too few digits to display within the 
current column width. 


In most cases, the Formula Bar displays the 
General format, and the worksheet displays the 
new format. 


Percentages 

In a worksheet, Excel moves the decimal point 
two places to the right, rounds the number to 
display only two decimal places to the right of 
the decimal point, and displays a percentage 
sign (%) at the end of the number. In the 
Formula Bar, Excel moves the decimal point two 
places to the right and displays a percentage 
sign at the end of the number but retains all the 
digits of the original number. When you add up 
a series of numbers formatted as percentages, 
Excel uses the value shown in the Formula Bar. 
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Although you can assign a percentage format to 
a number greater than 1, the value is 
meaningless because 1 represents 100%. 


Formatting Cells 


Fractions 

In the worksheet, Excel displays the fractional 
equivalent of the value displayed in the Formula 
Bar. By default, Excel rounds the value in the cell 
to display one-digit fractions, but you can 
change the number of digits Excel displays in 
the fraction to either two or three digits. For 
example, if you format .5342 as a fraction, Excel 
displays 1/2 in the cell. If you set the display to 
two-digit fractions, then Excel displays 39/73, 
and if you set the display to three digits, then 
Excel displays 164/307. When you add up a 
series of numbers formatted as fractions, Excel 
uses the value shown in the Formula Bar. 
Because of rounding, you may think that Excel 
has added the numbers incorrectly, but if you 
reformat the numbers by using the General 
format, you will find that Excel has added the 
numbers correctly. Unless you format a cell as a 
fraction, Excel assumes that you are entering a 
date and displays a date instead of a fraction. 





How the Special Format Works 

When you type a four-digit number, such as 
1234, into a cell and then apply a Special 
format, the number’s appearance in the 
Formula Bar does not change. What happens 
depends on the Special format you select: 


e If you select the five-digit ZIP code Special 
format, Excel displays a leading zero before 
the four digits, formatting the number to 
look like 01234. If you select the nine-digit 
ZIP code Special format, Excel displays five 
zeros and then a dash followed by the four 
digits you typed: 00000-1234. 


e If you select the phone number Special 
format, Excel displays -1234, treating your 
number like the last four digits of a phone 
number. 


e If you select the Social Security number 
Special format, Excel adds five zeros and 
two dashes, formatting the number to look 
like 000-00-1234, a Social Security number. 
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Assign a Format 


to a Value 


ou can assign a format to a value to help you 
clarify the value’s meaning to readers. For 
example, you can assign a Currency format to 
make clear that a number represents money. See the 
section “Understanding Number Formats” for the 12 
categories of number formats you can use. 





By default, Excel applies the General format to all cells 
of a new workbook. If you change the format of a cell, 
you can reinstate the initial cell formatting by 
reassigning the General format. Assigning the General 
format to a cell containing a date or a time displays 
the serial number associated with a date or a time. 


rt TTT Tac noe 





@ Select the cells you want 
to format. 


Note: See Chapter 4 for more 
on selecting cells. 


@ Click the Home tab. 


® Click here (FJ) to open 
the Number Format 


menu. 


A list of commonly used 
number formats appears. 


Note: If the number format you 
want to apply appears, you can 
click it and then skip the rest of 
these steps. 


@ Click More Number 
Formats. 
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Using a format such as Percentage or Fraction can 
cause rounding in the worksheet, and you might think 
that Excel has added the numbers incorrectly. But you 
can either increase the number of decimal places that 
display or reformat the numbers by using the General 
format; in most cases, either of those actions will show 
you that Excel has added the numbers correctly. 


For most number formats, you can set options; for 
example, for the Number format and the Currency 
format, you can control the way Excel displays 
negative numbers. 
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Formatting Cells 





box opens. 





© Click the Number tab. 


6 Click a category in the 
list on the left. 


Time 


Percerhaye 


@ Displayed on the right am 
are the options you can wed 


Custom 


apply and a sample of 
the number format. 


7 Repeat step 6 until you 
find the number format 
you want to apply. 


© Set the options you 








Accounting tormats line up the currency symbols and decimal points in a column. 








need. 
© Click OK. 


Excel applies the 
formatting you chose 
to the cells you 
selected in step 1. 





B4 





? (In Thousands) 


_4 |widgets 


_5 |Gadgets 
§& |Scdgets 





Can I control the number of decimal 
places that appear? 


w Yes — for formats that include decimal 
places: Number, Currency, Accounting, 
Percentage, and Scientific. You can use the 
Format Cells dialog box or you can use the 
Increase Decimal button ({# ) and the 
Decrease Decimal ({*8 ) button in the Number 
group on the Home tab of the Ribbon to 
display anywhere between 0 and 30 decimal 
places. For the Number format, you also can 
control the use of the comma to separate 
thousands from the Format Cells dialog box 
or by clicking the Comma Style button ([* ) 
in the Number group on the Home tab. 


Jatiuar 


$1 


¢ 149.00 
$ 165,00 
_7 Total Sales S 464.00 


& Cc al 


1 6 Month Sales Figures for 2010 


Tulal Sales 
$ 876,00 
$1,074.00 
$1,110.00 
$3,060.00 


June 

$146.00 $152.00 
$195.00 $190.00 
$180.00 $193.00 
$530.00 $533.00 


March 
$145.00 
$179.00 
$ 203.00 
$527.00 


Februar 
$135.00 
§ 163.00 
$ 189.00 
S$ 487.00 


$139.00 
$190.00 
$190.00 
$519.00 


27,00 








Can I use a different currency symbol than 
the dollar sign? 


w Yes — for the Currency and Accounting 
formats. Select either format in the Format 
Cells dialog box and then click the Symbol 
drop-down arrow ([=]) to choose an 
alternate symbol. You also can opt to hide 
the symbol; when preparing financial 
statements, accountants usually display the 
currency symbol only for the first number 
in a column and the total for that column. 
You can format the intermediate numbers 
in the column by using the Currency or 
Accounting formats but hide the symbol. 
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Fill Cells 
with Color 


ou can add color to the background of cells to 

call attention to those cells. Color is effective 

when you view your workbook on-screen, save 
it as a PDF or XPS file, or print it with a color printer. 
However, applying color when you intend to print a 


workbook to a noncolor printer can make the 
workbook more difficult to read. 





You can select any of ten standard colors or ten theme 
colors. Each theme color also offers you five variations 
of the theme color, ranging from 80% lighter than the 
main theme color to 50% darker than the main theme 
color. As a result, you can select a color from 60 
possible theme colors. Once you select a color, it 
appears on the Fill Color button ([®), allowing you to 
quickly apply the color again. 





Fill Cells with Color 


@ Select the cells that you 








| If | want to use a black-and-white 


printer, is there a way to call 
attention to a cell? 


w Yes. You can add a pattern to the cell 
background. Click the Dialog Box 
Launcher button ([]) in the Font 
group to display the Format Cells 
dialog box. Click the Fill tab and then 
click the Pattern Style drop-down 
arrow ([*]) to select a pattern. Be sure 
that you select a light pattern that will 
not make the text in the cell illegible. 


Page Layout Formulas Data Reviews Wiew 





want to fill with color. 


Note: See Chapter 4 for more 
on selecting cells. 


@® Click the Home tab. 


© Click the Fill Color 
drop-down arrow ([=]) to 
display the list of available 
colors. 


Clipboard tm 


@ As you pass the mouse — 
pointer over a color, Excel - 
previews the selected cells | 4 4 calibr 

: ey r 
with that color. pastiuele 

~ @F 

® Click a color. Clipboard 


Excel applies the color to 
the selected cells. 


ate Home | Insert 





The color you select 
remains on the Fill Color 
button ([%) so you can 
click the button to apply 
the color to another cell. 























46 





ee 
Sy" General 


Frat ~ $+ % 3 


The me Colors i Humber 


ST 


G | H | 1 





























Standard Colors 


Page Layout Formulas Data Review Wiew 


| =| pe = General = 
i Fra > $ ~% 9 .0 00 


The me Colors [ Mur ber 


Sc 
2 eae oleae eee 


sili 
~ onan 


Standard Colors 


zz BREE 
|| No Fill 


| More Colors... 


LF 











Indent Text 
within Cells 


ou can indent characters in cells to help 

improve readability in a worksheet. For 

example, suppose you have a worksheet that 
shows sales for two regions — North and South — 
for three products. If you indent the product names 
underneath the region name, the worksheet will be 
easier to read. 


Each time you indent the contents of a cell, Excel 
indents the contents from the left edge of the cell by 
one character. You can increase the indentation 
repeatedly as well as decrease the indentation. 


You can indent cells containing numbers. If you 
do, Excel changes the right alignment of the 
number and moves it so it appears one character 


Indent Text within Cells 





@ Select the cells that 
contain the text you 
want to indent. 


Note: See Chapter 4 for 
more on Selecting cells. 


@ Click the Home tab. 


© Click the Increase 
Indent button ((z ). 


@ Excel indents the text 
in the selected cells by 
one character. 


@ You can click the 
Decrease Indent button 
({# ) to move text 
closer to the left edge 
of the cell. 
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Formatting Cells 


from the left edge. Numbers in columns do not 
appear aligned, so you should exercise caution if you 
decide to indent cells containing numbers. 





If | indent a cell containing a 
number, does Excel stop treating the 
number as a value? 


w No. Excel continues to treat the 
number as a number, and you can use 
the number in calculations. Only the 
number's appearance in the 
worksheet changes. Its appearance in 
the Formula Bar remains the same. 
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Align Cell Content 
Vertically 


] with the top or bottom edge of the cell or you 
can align the information so it appears centered 
between the top and bottom of the cell. You can also 
set a vertical alignment that justifies text or distributes 
text evenly in the allotted vertical space of the cell. 


f your workbook contains cells that are taller than 


v 


Aligning information vertically in a cell provides a 
pleasing aesthetic effect. You will not notice any 
difference in appearance if you vertically align text in a 
row that is not taller than normal because Excel has no 
vertical space over which to align the text. To change 
the height of a row, see Chapter 5. 





Align Cell Content Were 





@ Click the cell containing the text you 
want to align. 


atl Hine 
Calibri 


% 
Note: See Chapter 4 for more on selecting oa . 


cells. 
@ Click the Home tab. 


@ Click a vertical alignment button. 


: (m| 7 
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@ You can click the Top Align button 
([= ) to align the information with ' 
the top of the cell. =) a 
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Caliber 


@ You can click the Middle Align button 
([= ) to align the information so it is 
centered between the top and bottom 
of the cell. 


Clipboard fa 


6 Month Sales Figures 


You can click the Bottom Align button 
([= ) to align the information with the 
bottom of the cell. 


Se 
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How can I set a vertical alignment 
that justifies text in the cell? 


font 











You can select the cell and use 
settings in the Format Cells dialog 
box. Click the Dialog Box Launcher 
button ([]) in the Alignment group 
to open the Format Cells dialog box. 
Click the Alignment tab and then 
click [*] beside the Vertical box to 
choose Justify. Then, click OK. To set a 
vertical alignment that distributes text 
evenly in the cell, select Distributed 
instead of Justify. 
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Align Cell Content 


Horizontally 


f the information in a particular cell does not fill 

the cell, you can use buttons on the Ribbon to 

align the information to the left or right side of 
the cell or center the information horizontally in the 
cell. You can also use the Format Cells dialog box to 
set horizontal alignments that justify the information 
between the right and left edges of the cell, center 
information over a selection of columns, or distribute 
the information across a selection of columns. If you 
choose General alignment, Excel aligns numbers on 
the right and text on the left edge of cells. 


If the information fills the cell’s width, you will not 
notice the effect of aligning horizontally. To see the 
effect, you can make cells in a column wider; see 
Chapter 5 for more. 


wUTT, ee Cima rhe el iby 
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Formatting Cells 








Is there an easy way to center text 
within a single cell? 
wv Yes. You can use the alignment 
buttons on the Ribbon to quickly align 
text. Click the Align Text Left button 
(= ) to align text with the left edge of 
a cell. Click the Center button (|= ) to 
center text within a cell. Click the 
Align Text Right button ({= ) to align 
text with the right edge of a cell. 





@ Click the cell 
containing the text you 
want to align. 


To center across 
columns, you should 
also select the cells in 
those columns. 


Note: See Chapter 4 for 
more on selecting cells. 


@ Click the Home tab. 


@ Click the Dialog Box 
Launcher button ([]) 
in the Alignment 


group. 


The Format Cells dialog 
box opens. 


@) Click here ([)) to 


choose an alignment. 
© Click OK. 


Excel aligns the 
selection horizontally. 
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Wrap Text 
within Cells 


f you have a lot of text to store in a single cell, 

you can wrap the text to make it appear on 

several lines within the cell. Suppose you have a 
lot of text to store in cell Al. In fact, you have so 
much text that the information spills over not only 
into cell B1 but also into cells C1 to K1. However, you 
also want to store information in cells B1 to K1, but 
the long line of text will appear truncated on your 
worksheet unless you widen column A. But making 
column A excessively wide will also make editing and 
printing your worksheet difficult. 






Is there a way to make the text wrap 
but not into so many skinny lines? 


‘w Yes. You can make the column wider, 
and Excel redistributes the wrapped 
text to fit within the wider space. The 
wrapped text will resemble a 
paragraph. For more on making a 
column wider, see Chapter 5. 

To solve this problem, Excel wraps text to fit in one 

cell within the width of the column. Using the Wrap 

Text feature enables you to display all the text in a 

paragraph-like form in a single cell without reducing 

the size of the text. 


Te Tee amd eh f 


@ Click the cell containing 
the text you want to 
wrap. 
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® Click the Home tab. 


@ Click the Wrap Text 
button (|= ). 
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Shrink Text 
within Cells 


f the text you need to fit in a cell spills slightly 
over, you can shrink the size of the text. For 


example, suppose you have just enough text in 
cell Al that two or three characters spill over into cell 
B1. If you shrink the text, you can fit all the text into 
cell Al. 


The Shrink Text feature reduces the size of the text 
in a selected cell just enough to fit the text into the 
cell. Although you can manually change the font size 
of the selected cell, you would need to guess the 
correct size. You can use the Shrink Text feature to 
take the guesswork out of reducing the text. 


Shrink Text within Cells 





@ Click the cell 
containing the text you 
want to reduce in size. 


Note: See Chapter 4 for 
more on selecting cells. 


® Click the Home tab. 


© Click the Dialog Box 
Launcher button ([=]) 
for the Alignment 
group. 


The Format Cells dialog 
box opens. 


@) Click the Shrink to fit 
check box ((L]] changes 
to |v). 


® Click OK. 


Excel shrinks the 
information to fit 
within the cell. 


aw 
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Formatting Cells 7 : 





The Shrink Text feature does not work well if the text 
spills over the right edge of the cell by more than a 
few characters because the shrunken text will 
become illegible unless you use a magnifying glass. 





If | do not want to shrink the text 
and I do not want to wrap the text, 
what else can I do? 


w You can make the column wide 
enough to accommodate the text 
within the cell. For more on making a 
column wider, see Chapter 5. 
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Rotate Text 
in Cells 


ou can rotate text within cells so the text 
displays at various angles. Rotated text often 
works well on column headings, enhancing 


the appearance of your information by providing some 
novel variety. 





From the Ribbon, you can rotate text 45° 
counterclockwise or clockwise. You can also display 
text vertically within a cell instead of the usual 
horizontal display, and you can rotate text on its side 
so it reads up or down instead of left to right. 





counterclockwise or clockwise by a degree that you 
designate rather than the standard 45° available on 
the Ribbon. You can also set text orientation to display 
text vertically within a cell like you can on the Ribbon. 


The Format Cells dialog box contains another less 
commonly used orientation-related setting that 
enables you to set the direction of text so it reads from 
left to right or right to left. This setting is used for 
languages such as Hebrew, Arabic, Japanese, and 
Chinese, which are read from right to left. 
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You can control text orientation to a greater degree in 
the Format Cells dialog box. From the Alignment tab 
of the Format Cells dialog box, you can rotate text 


Rotate Text in Cells 
Apply Basic Orientation 
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Control Orientation 


a Select the cell or cells 
containing the text you 
want to rotate. 


Note: See Chapter 4 for 
more on selecting cells. 


Q Click the Home tab. 


@ Click the Dialog Box 
Launcher ([']) for the 
Alignment group. 


The Format Cells dialog 
box opens. 


& Type a degree of 
orientation here. 


@ Click OK. 


Excel rotates the text in 
the selected cells by 
the amount you 
specified. 
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Is there a way to use the dial in the 
Orientation section to set orientation? 


w Yes. You can drag the pointer instead of 
typing degrees. When you type 0 in the 
Degrees field, the pointer appears horizontal. 
Dragging the pointer up sets a positive 
number in the Degrees field and results in 
text being rotated counterclockwise. Dragging 
it down sets a negative number in the 
Degrees field and results in text being 
rotated clockwise. You can also click the 
box in which text appears vertically to set 
a vertical orientation for the text in the 
selected cell. 


Why does nothing happen when I test the 
Right-to-Left Text Direction feature? 


Ww This feature does not work unless you have 
language drivers installed on your computer 
that support a text direction other than 
the standard one for your version of 
Excel. For example, if you are using the 
English-language version of Excel, then 
you must install a language driver, such as 
the Hebrew language driver, to be able to 
change the text direction from left to right 
to right to left. You install language drivers 
by using the same disc you used to install 
Excel. 


53 


Add Borders 
to Cells 


ou can display borders around cells to call 
attention to those cells. Excel enables you to 
select cells and then display a bottom, top, 
left, or right border or you can display a border 
around all sides of the selected cells, which results in a 
grid-like display. You can also display a thin or thick 
border around the outside of the selected cells, 
effectively placing a box around the group of cells. 





Excel also provides you with special options for 
bottom borders and both top and bottom borders. 
You can apply a double border or a thick border to 
the bottom of the selection, and you can combine a 


Add Borders to Cells a, 


Apply a Border 


@ Select the cells around 
which you want to place 
borders. 


Note: See Chapter 4 for more 
on selecting cells. 


@ Click the Home tab. 


@ Click the drop-down 
arrow ([*]) beside the 
Borders button (|=) to 
display the borders you 
can apply. 


@ Click a border. 


Excel applies the border to 
the selected cells. 
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thin top border with a thin, thick, or double-bottom 
border. When you apply any of these borders, you 
should first select the cells around which you want to 
place them. Excel also enables you to draw borders by 
clicking and dragging. You can draw a thin outside 
border around cells or you can draw a border grid 
through cells to display a border around all sides of 
the cells. 


You can control the color and style of the border line 
that you add, whether you select cells and add a 
border or draw a border. 
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Draw a Border 


@ Click the Home tab. 


@ Click the drop-down 
arrow ([*]) beside the 
Borders button ({* ) to 
display the borders you 
can apply. 


@ Click Draw Border. 


@ The mouse pointer 
changes to a pencil 
icon (’). 


® Click and drag through 
cells to draw a border 
around them. 


© Click the Draw Border 
button (/@) to stop 
drawing borders. 
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| How can I remove a border 
that I added to a cell? 


w You can click the Home 
tab, click the drop-down 
arrow ([*]) beside the 
Draw Border button (/&), 
and then click Erase 
Border. Then, click and 
drag over the cells that 
contain the border. When 
you release the mouse 
button, the border will be 
gone. You can also select 
the cells that have borders, 
click the drop-down arrow 
([-]) beside the Borders 
button (|), and then click 
No Border. 


Why does the appearance 
of the button I click to 
select a border keep 
changing? 

w On the button, Excel 
displays the border that you 
last selected. When you 
make another selection 
from the drop-down list 
that appears when you click 
the drop-down arrow ([-]) 
beside the Borders button 
({~ ), Excel changes the 
face of the button to match 
your latest selection. If you 
pause the mouse pointer 
over the button, you will 
notice that the tip you see 
matches the current version 
of the button face. 


Is there a difference 
between All Borders and 
Draw Border Grid? 


w There is no difference in 
the end result because 
Excel displays borders 
around all sides of the cells 
involved. The difference 
lies in the method you use 
to apply the border. To use 
All Borders, you follow the 
steps in the subsection 
“Apply a Border.” To use 
Draw Border Grid, you 
follow the steps in the 
subsection “Draw a 
Border.” 
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Apply 
a Style 


ou can apply predefined styles to cells to 
enhance their appearance. Styles are 
collections of settings that often include font, 
font size, font color, cell background color, and cell 
borders. Excel displays predefined styles in a gallery 
divided into four groupings, but you can apply a style 
from any group, even if your selection does not match 
the group’s characteristics. 





From Excel’s first group, you can apply styles to 
characterize cells as normal, bad, good, or neutral. 
From Excel’s second group, you can apply styles to 
identify a cell’s content as a calculation, input, output, 


Apply a oe ae a. 


@ Select the cells to which 








explanatory text, warning text, or a note. Using the 
styles in this group, you can also identify a cell as 
being linked to another cell or as a cell that checks the 
content of another cell. 


Excel’s third group of styles is appropriate for cells that 
contain headings for titles in your worksheet. From 
Excel’s fourth group, you can apply themed cell styles. 
You can select any of six theme colors. Each theme 
color also offers you four variations of the theme color, 
ranging from lighter to darker shades of the theme’s 
color. As a result, you can select from 24 possible 
theme colors. 
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Create 


a Style 


f you do not find a style in the Style Gallery 

that suits your needs, you can create a style of 

your own and add it to the Style Gallery. 
Although you can specify all the style’s settings when 
you create it, you will find it easiest to create a new 
style by applying all the formatting you want in the 
style to a cell in your worksheet. Then, you can use 
the cell you formatted as the model for the style. 


When you create a style, you can include any of the 
formatting available in the Format Cells dialog box, 
including font, font size, font color, cell background 
color, alignment, orientation, and borders. 


arc Style | 


@ Format a cell by using the 
cell-formatting techniques 
described throughout this 
chapter. 


@ Click the cell containing 
the formatting you want 
to save in a style. 


© Click the Home tab. 
@ Click Cell Styles. 
8 Click New Cell Style. 


The Style dialog box 
opens. 


Account Type 
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39.95 Internet 
99.95 Package 
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93.95 Package 

F9. Internet 
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39.95 Internet 

@ Check boxes beside all 1998 ve 
formatting options 
contain check marks (|W). 


19.95 VOIP Phone 
33.95 Internet 


© Type a name for the 
new style. 


@ Click OK to save the style. 


The style you created 
appears at the top of the 
list when you click Cell 
Styles. 
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When I create a new style, is it 
available in all workbooks? 


w No. Excel stores the style only in the 
workbook in which you created it. 
You can make the style available in 
another workbook by copying a cell 
formatted with the style into the other 
workbook. See Chapter 4 for more on 
copying cells. See the section “Copy 
Formatting” for more on copying cell 
formatting. 
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Copy 
Formatting 


ou can copy all the formatting from one cell 
to another cell. For example, suppose you 
need to apply special formatting to several 
cells in your workbook but you know you will not 
need to use the formatting in the future. In this case, 
you really do not need to create a style. However, you 
can apply all the formatting to a single cell and then 
use the Format Painter to copy the formatting from 





the cell that contains the formatting to the other cells. 


The cell containing the formatting can include any of 
the formatting available in the Format Cells dialog 
box, including font, font size, font color, font style, 
cell background color, alignment, orientation, and 
borders. For more on applying any of these formats, 
see the appropriate section in this chapter. 


Is there a way to turn on the Format 
Painter and leave it on so I can apply 
the formats to several cells? 


w Yes. You can double-click the Format 








Painter button ([¥ ). When you move 
the mouse pointer into the worksheet 
area, the button appears pressed in 
the Ribbon. Click as many cells as you 
want. When you finish applying the 
formatting, click [¥ again to turn off 
the Format Painter. 








a@ Click the cell containing 
the formatting you want 
to copy. 


Q Click the Home tab. 


@ Click the Format Painter 
button (|¥ ). 


@ The mouse pointer 
changes to the Format 
Painter mouse pointer 


(Cs). 


@ Click the cell to which you 
want to copy formatting. 


@ Excel copies the 
formatting from the cell 
you selected in step 1 to 
the cell you selected in 
step 4. 
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Clear 


Formatting 


ou can clear the formatting applied to the 

cell, the contents of the cell, any comments 

you assigned to the cell, or all these elements. 
Clearing a cell is useful when you want to return the 
cell to its original state in Excel and you do not want 
to apply all of Excel’s original formats manually. 





What is a comment? 


vw Comments are most useful when you 
intend to share a workbook. You can 
use comments to call attention to or 
point out information about particular 
cells to others who use the workbook. 
See Chapter 29 for more on adding 
comments to cells. 


Although you can delete the contents of a cell by 
pressing Delete, this action does not affect the 
formatting applied to the cell, and any future entries 
you make in the cell will use the formatting applied 
to the cell. You also may not want to delete the cell’s 
contents but may want to return the cell’s formatting 
to its original state. Finally, the information and 
formatting in a cell may still be appropriate, but the 
comments may no longer apply. 
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Work with 
Themes 


ou can make a positive impression with a 
workbook that you format by using a theme. 
Themes give your workbook a polished 
appearance by applying a set of fonts, colors, and 
other predefined formatting details. Themes typically 
work in Word 2010, Excel 2010, and PowerPoint 
2010, allowing you to apply a unified look to a 
collection of files. 





Excel applies a theme to any cells in a workbook to 
which you have applied a style, as described in 


Work with Themes 





Apply a Theme 


@ Make sure that you have 
applied styles to a 
worksheet. 


Note: See Chapter 3 for more 
on applying styles. 


@ Click the Page Layout tab. 
@ Click Themes. 


The Themes Gallery 
appears. 


® Move the mouse pointer 
over a theme to see a 
preview of the theme on 
styled cells. 


© Click a theme. 


Excel applies the theme to 
all cells to which you 
previously applied styles. 
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Chapter 3. If you have not applied styles to any cells in 
the workbook, you will not see any change in the 
workbook’s appearance when you apply a theme. 


You can mix the fonts and colors of various themes to 
create the effect you want. You can apply a theme to 
a set of cells and then assign different colors, fonts, 
and, if appropriate, effects. If you find a combination 
you like that is not available as a theme, you can save 
the combination to create your own theme. 
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Mix and Match Themes 


@ Click the Page Layout tab. 
@ Click Colors to display the Colors 


Gallery. 


@ A border surrounds the currently 
selected theme color. 


You can move the mouse pointer 


over a theme color to view a preview 


of styled cells in a particular theme 


color. 


@ Click a color to apply it to styled cells. 


& Click Fonts to display the Fonts 


Gallery. 


@ A border surrounds the currently 
selected theme font. 


You can move the mouse pointer over 


a theme font to view a preview of 


styled cells in a particular theme font. 


‘Gs Click a font to apply it to all 
styled cells. 
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How do I save a 
combination | like as a 
theme? 


— 


Vv 


Click Themes and then 
click Save Current Theme 
at the bottom of the 
Themes Gallery. The Save 
Current Theme dialog box 
opens. Type a name and 
accept the default location 
that Excel suggests. Your 
theme will be available in 
all workbooks and will 
appear in the Custom 
group in the Themes 
Gallery. 


What does the Effects 
button in the Themes 
group do? 


‘w You can use the Effects 


button to apply effects, 
such as shadows, 
reflections, glows, and 
bevels, to graphic elements 
you include in a workbook, 
such as shapes or SmartArt. 
If you select an effect in 
the Themes group to apply 
to a graphic element, Excel 
applies the collection the 
theme is part of rather 
than the specific effect. 


I tried to apply an effect to 
cells to which I previously 
applied a style, but I do not 
see any evidence of the 
effect. Why not? 


w Theme effects do not work 


on cells, even if you have 
applied styles to those 
cells. Theme effects work 
on graphics, such as 
shapes and SmartArt. For 
more on graphic elements, 
see Chapter 20. 
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Select 
Cells 





efore you can perform many operations in When you select a group of cells, you select a range. 

Excel, you must select the cells that you want To refer to a range, you use a combination of two cell 

to change. For example, if you want to apply addresses: the address of the cell in the upper-left 
styles to cells, you must select the cells before you can corner of the range and the address of the cell in the 
apply the styles. To copy or move data, you must lower-right corner of the range. When you refer to a 
select the range of cells you want to copy or move so range in writing, you separate the two cell addresses 
Excel knows which cells to copy or move. with a colon (:). For example, the range C5:D7 


When you select cells, Excel highlights them includes the cells C5, C6, C7, D5, D6, and D7. 


on-screen, giving them a shaded appearance so you 
can easily distinguish the selected cells from cells in 
your worksheet that are not selected. 











: Caer: te 


Select a Range 
6 Month Sales Figures for 2010 


@ Click the first cell you (In Thousands) 
want to select. 


@ Drag cn down and. if January February March — April May June Total Sales 
/ 


necessary, to the right to 


é 135 145 146 876 
select adjacent cells. —— 


rt igs 1,074 
Sedgets 189 203 130 180 Lu 


9 |South 
10 Widgets 146 158 152 1549 422 


11 Gadgets 176 192 203 208 
12 Sedgets 202 216 203 193 
13 Total Sales 9971/6 1,013 | 5 1099/4 1077] $ 1,081 


@ Excel selects the cells. 


6 Month Sales Figures for 2010 


(In Thousands) 
January February March ~— April May Total Sales 
i32 146 ie a 76 
190 195 198 1,074 
190 1380 183 0 
4 South 

10 Widgets 146 156 152 159 165 922 

ila Gadgets 176 192 203 208 211 

j2|) Sedgets 202 216 203 ee 1596 

64 13 Total Sales 9391 4 1,013 $3 1093 $ Lov? $ 1,081 $ 1,105 
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Select a Row 





6 Month Sales Figures for 2010 


@ Move a) into the row {In Thousands) 


heading (<A changes 
to =). 


@ Click the number of 


June Total Sales 





January February March — April 














May 


Widgets 

















the row you want to 7A. = 6Gadgets 149 163 179 190 195 198 $ 1,074 
select. 0 Sedgets 165 189 203 190 180 183 $ 1,110 
9} South 
@ Excel selects the row. 1 idgets 14u 148 198 bz 159 los $9 YZ 
11 Gadgets 162 176 192 202 209 211 ¢$ 1,152 
12, Sedgets 178 202 216 203 193 196 $ 1,188 
13 \TotalSales ¢$ 921 $ 1,019 $ 1,099 $ 1,077 $ 1,001 $ 1,105 $ 3,262 
Select a Column = F 





6 Month Sales Figures for 2010 
{In Thousands) 


@ Move {3 into the 


column heading 

















(cA changes to $). January February March — April May June Total Sales 
& Click the letter of the 1s 135 1a5 139 146 Ibe S$ Bf 
column you want to 149 163 179 190 195 19g $ «#41,074 
select. 165 189 203 190 180 183 S$ 41,110 

@ Excel selects the 14u 14y 158 152 159 lob S$  YZZ 
column. 162 176 192 203 209 211 ¢ 1,152 

178 202 216 203 193 196 $ 1,188 

6 921 4 1,019 4 1,099 $ 1,077 4 1,001 $ 1,105 $ 3,262 





Can I select cells that do 


not appear side by side in a 
worksheet? 


w Yes. For example, suppose 


you want to apply the 
Accounting Double 
Underlining format to 
totals that appear below 
and on the right edge of a 
set of columns. Click and 
drag to select the first set 
of cells. Then, press and 
hold Ctrl as you click and 
drag to select the second 
set of cells. You can 
continue to select other 
noncontiguous cells by 


holding Ctrl as you select 
them. You can release Ctrl 
between selections and 
simply press it again before 
adding to the current 
selection. 


Can I select more than one 
row or column at a time? 


w Yes. You can click and drag 


in the row number or 
column letter heading area 
to select multiple 
contiguous rows or 
columns. To select 
noncontiguous rows or 


columns, press and hold 
Ctrl as you click a row 
number or a column 
heading. 


Can I select a range 


wit 


wy 


hout dragging? 


If the range is contiguous, 
you can click the first cell 
and then press and hold 
Shift as you click the last 
cell in the range you want 
to select. Excel selects all 
cells between the first cell 
you clicked and the second 
cell you clicked. 


65 


Move or Copy 
Information 


ou can reorganize information by moving or 
copying the information from one set of cells 
to another. Copying formulas is particularly 
time-saving. When you move information, Excel 
deletes the information from the original location and 
displays it in the new location. Moving information is 
also called cutting information. When you copy 
information, Excel does not make any changes to the 
original data; it simply adds a copy of the data in the 
new location. 





You can move or copy information by dragging and 
dropping or by using tools on the Ribbon. In this 


Teeny: Copy Information 





Move Data 


a Select the cells that 
contain the information 
you want to move. 


@ Move the cell pointer to 
any portion of the outside 
edge of the selection 


(<1 changes to ‘ ). 


© Click and drag the cells to 
the new location. 


@ As you drag, Excel displays 
an outline of the cells you 
are moving. 


@ When you release the 
mouse button, the 
information appears 
selected and in the new 
location. 
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section, you see how to drag and drop information in 
the subsection “Move Data,” and you see how to use 
tools on the Ribbon in the subsection “Copy Data.” 


When you move or copy information, you first select 
the information you want to move or copy and then 
you select the destination where you want the 
information to appear. When you select a destination, 
you can select just the cell that will serve as the 
upper-left corner to the range where the information 
will appear. Excel then fills in all the information by 
using cells adjacent to the upper-left corner cell. 


A B | Cc | o E iz G ri | 
6 Month Sales Figures for 2010 
(In Thousands} 
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Copy Data 


a Select the cells containing the 
information you want to copy. 


® Click the Home tab. 


® Click Copy (). 


@ Excel displays an animated dotted 
outline around the selection. 


® Click the cell that you want to use as 
the upper-left corner of the location 
where the copy will appear. 


© Click Paste. 


@ The selection appears in the new 
location. 


The upper-left corner cell of the copy 
contains the same information as the 
upper-left corner of the selection you 
made in step 1. 


You can copy the selection to 
another location by repeating steps 
4 and 5. 


When you finish copying, press Esc 
to cancel the animated dotted 
outline around the original selection. 
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What happens if I try to 
move or copy information 
to a location that already 
contains information? 


w Excel displays a warning 
message that asks if you 
want to replace the 
contents of the destination 
cells. This means that Excel 
is confirming that you 
want to overwrite the 
information in the 
destination location to 
which you are copying or 
pasting. Click OK if you 
want to overwrite the 


information; otherwise, 
click Cancel and then 
select a different 
destination location. 


Can I move without 
dragging? 
w Yes. Follow the steps in the 


subsection “Copy Data,” 
but in step 3, click Cut 
([% ) instead of Copy (2 ). 
Then, complete the rest of 
the steps. In this case, 
Excel removes the 
information from the 


original location and 
displays it in the new 
location. 


Can I drag to copy? 
w Yes. Follow the steps in the 


subsection “Move Data,” 
but in step 3, press Ctrl 
while you click and drag. 
Excel adds a small plus sign 
to the mouse pointer. 
Complete the rest of the 
steps. Excel adds a copy of 
the selection in the new 
location. 
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Use Paste Options to 
Control Formatting 


hen you move or copy information, you 
can choose the formatting Excel applies to 
the selection at its new location. This 
feature works within Excel when you copy or move 
information from one set of cells to another set on the 
same worksheet, to a different worksheet, or even to 
another workbook. 





Even more powerful, however, is the control this 
feature gives you when you move or copy information 
from Excel to another Office 2010 program, such as 
Word or PowerPoint. You can control the appearance 
in the destination program of the information that you 


Tre Advantage of Paste ey eld Celis 





a Make a selection. 


This example uses an 
Excel spreadsheet 
selection, but you can 
select text in a Word 


document. 
@ Click Copy ([) or Cut 
({% ). 


© Position the insertion 
point where you want to 
paste the information. 


This example uses a Word 
document. 


@ Click the Paste drop-down 
arrow ([]). 


@ Buttons representing paste 
options appear. 


& To preview the 
appearance of the 
selection, point at the 
Keep Source Formatting 


button (is). 
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move or copy. Using Paste Options, you can preserve 
any formatting you applied before you cut or copy 
information or you can eliminate all formatting you 
applied before you cut or copy information. And you 
have several choices in between the two extremes of 
preserving and eliminating formatting. 


The Paste Options feature is available in all Office 2010 
programs, so you can control the appearance of 
information you cut or copy from Excel and place in 
another Office 2010 program. And you can control 
the appearance of information you cut or copy from 
another Office 2010 program into Excel. 
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© To preview the 
appearance of the 
selection, point at the 
Use Destination Styles 


(il@ ) button. 


@ To preview the 
appearance of the 
selection, point at the 
Keep Text Only button 


([a)). 


© Click a Paste Options 
button to paste the 
selection and specify its 
format in your Word 
document. 
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What do the various Paste Options buttons mean? 


Paste Options Button 


= 
7 


z= 


= wy 


Function 


Click this to use the formatting of the selection you copied or cut. 


Click this to format the selection with the style of the location where you paste the 


selection. 


Click this to use the formatting of the selection you cut or copied and link the selection 


at the new location to the selection at the original location. If you update the 


information in the original location, the information at the new location also updates. 


Click this to format the selection with the style of the location where you paste the 


selection and link the selection at the new location to the selection at the original 


location. If you update the information in the original location, the information at the 


new location also updates. 
Click this to format the selection as a graphic that you cannot edit in Word. 


Click this to apply no formatting to the selection; only text appears. 


69 





Find and Replace 


Information 


ou can search for information in your 
worksheet and then replace it with other 
information. For example, suppose you 
discover that Part Number 465123 was entered 
repeatedly as Part Number 465132. You can have 
Excel search for 465132 and replace it with 465123. 
Although you can search for just 132, be aware that 
Excel finds all occurrences of information as you search 
to replace it, such as in the number 132487. 
Therefore, you may not want to replace every 
occurrence of 132. You can search for it and then skip 
occurrences that you do not want to replace. 





Find and Replace Information 


You can search an entire worksheet or you can limit 
the search to a range of cells that you select before 
you begin the search. For more on selecting cells, see 
the section “Select Cells.” 


To begin a find-and-replace operation, you start 

by searching for the initial occurrence of the text 

you want to find and replace. From that point 
forward, Excel replaces the text if you choose to 
replace it and automatically finds the next occurrence 
of the text. 





a) Click the Home tab. 
@ Click Find & Select. 
© Click Replace. 
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Excel displays the Replace 
tab of the Find and 
Replace dialog box. 


Find what: West Valley! 
Replace wth: 


® Type the information for 
which you want to search. 





[Replace at) [ Bevlece | [ Fndah | [ fecdNent | | 


Chose 
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® Type the information ' . 
that you want Excel to a | a 


Find what: Volley - 
use to replace the ee es se ©) : 


information you typed [bons >> . 


in step 4. (Replace) | Replace — late Find A wa 6 


© Click Find Next. 
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occurrences. 


Excel displays a 
message when it 
cannot find any more 
occurrences. 


© Click OK and then click 
Close. 





‘What happens if | click What happens if | click What if I do not want to 


Options? Find All? replace a particular 

Ww Excel expands the Find and ‘Ww To see the results, click occurrence? 
Replace dialog box to Options. Excel displays a w Click Find Next instead of 
display additional options list of the cells that contain clicking Replace. Excel 
that you can set when you the information for which skips the occurrence and 
search. You can ensure you searched. The list moves on to the next 
that Excel matches the shows the workbook, occurrence. 
case of the information for worksheet, range name if 
which you search. You can one exists, cell address, 
also sre that Excel and the value in the cell, on nea croc’ ue 
matches your search which is the value for ‘wv Yes — but only if you are 
criterion exactly. You can which you searched. sure that you want to 


change every occurrence 
of the information you 
type in step 4 to the 
information you type in 
step 5. If you make a 
mistake, click Undo (([* ). 


specify where and how 
Excel searches, and you 
can add formatting criteria 
to the search. 
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Check 
Spelling 


ou can easily find and correct any spelling 
mistakes in your worksheet. Excel also checks 
spelling in charts when they appear in a 
workbook. 





Excel starts to check spelling at the selected cell. You 
can limit the cells that Excel checks for spelling errors 
if you select those cells before you begin the spell 
check. You can also select several worksheets to have 
Excel check all of them at the same time. See Chapter 
6 for more on editing several worksheets 
simultaneously. 


Check Spelling 





@ Open the workbook you 
want to check and then 
click cell Al. 


® Click the Review tab. 
@ Click Spelling. 


The Spelling dialog box 
opens, and Excel selects 
the cell containing the 
unrecognized word. 


@ The misspelled word 
appears here. 


@ Alternatives for the 
misspelling appear here. 


You can click Ignore Once 
to continue to check 
spelling without making a 
change. 


You can click Ignore All to 
skip all occurrences of the 
word. 
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Excel and all other Office programs use a dictionary to 
determine whether a word is misspelled. If a word that 
you type in your worksheet does not appear in the 
dictionary, Excel flags the word as misspelled. When 
Excel flags a word that it does not recognize, it 
highlights the cell in the worksheet that contains the 
word and attempts to offer alternatives that you can 
use to correct the misspelling. If the word does not 
resemble any words in the dictionary, Excel does not 
suggest alternatives. For example, if your company 
name is an acronym that does not spell a common 
word, then Excel flags your company name. 
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®@ Click an alternative 
suggestion. 


© Click Change to correct 
the word in the 
worksheet. 


@ If Excel does not 
suggest an appropriate 
alternative, you can 
type the correct ui 
spelling here. 


After you identify an 
action for the first 
unrecognized word, 
Excel searches for the 
next unrecognized 
word. 


6 Continue to change or 
ignore misspelled 
words. 


When Excel finds no 
more unrecognized 
words, a dialog box 
opens, telling you that 
spell-checking is 
complete. 


@ Click OK to close the 
dialog box. 
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Seales 


Suggestions: 


Dictionary language: ‘English (U.5,) 


Options... 





‘Micros oft Excel 


The spelling check is complete For the entire sheet, 


Cx j—B 


1) | Ignore Once | 
Ignore lI 
| Add to Dictionary | 


= | Change All | 
Subolorrect 





Undo Last 








“What can I do if Excel 
regularly misidentifies a 
word as misspelled? 


‘w You can add the word to 
the dictionary. This is a 
particularly useful approach 
when you use technical 
terms that Excel does not 
recognize and flags as 
misspellings. All Office 
applications share the 
same dictionary, so adding 
the term in one program 
prevents other Office 
applications from flagging it 
as a misspelling. When the 
word appears in the Spelling 


dialog box, click the Add to 


Dictionary button. 


When would I click the 
AutoCorrect button? 


w If Excel flags a word that 
you commonly misspell, 
you can click the 
AutoCorrect button. If you 
do, Excel adds the word to 
the list of words that Excel 
automatically corrects 
when you type instead of 
waiting until you check 
spelling. See Chapter 28 
for more on working with 


Excel’s AutoCorrect feature. 


What happens if | click the 
Options button? 


w Excel opens the Excel 
Options dialog box, which 
contains the options you 
can set for proofing your 
worksheet. You can set 
options for automatically 
formatting your worksheets 
and controlling Excel’s 
behavior when you check 
spelling. You can also edit 
the dictionary. For more on 
setting Spelling options, 
see Chapter 28. 
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Edit the 
Dictionary 


ou can add and delete words from the 
dictionaries that Excel uses when it checks 
spelling without using the spell-checking 
feature. (For more, see the section “Check Spelling.”) 
Deleting words from the dictionary is particularly 
useful when you accidentally add a word that is, in 
fact, incorrectly spelled. If you add a misspelled word 
to the dictionary, Excel and all other Office programs 
no longer flag the word as misspelled, which defeats 
the purpose of spell-checking not only in Excel but 
also in all Office applications. 








He te lta title ae 





@ Click the File tab. 
Backstage view appears. 


@ Click Options. 


The Excel Options dialog 
box opens. 


@ Click Proofing. 
4) Click Custom Dictionaries. 


14 





By default, Office applications separate words that you 
add to the dictionary from the main dictionary that is 
installed when you install Office programs. That way, 
you can easily identify the words that you add and 
then delete them as needed. To segregate the words 
that you add, Office applications store these words in 
a custom dictionary file called CUSTOM.DIC, which is 
stored in a common location used by all Office 
applications. You can create other custom dictionaries 
if you need them, but you may find it easiest to only 
use one custom dictionary. 
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The Custom 
Dictionaries dialog box 
opens. 


© Click the check box 
for the dictionary 
you want to edit 


((_]] changes to |W). 
© Click Edit Word List. 


A dialog box opens 
with the name of the 


dictionary you selected. 


@ You can click a word in 
the list and then click 
Delete to remove it 
from the dictionary. 


@ You can type a word 
here and then click 
Add to add it to the 
dictionary. 


@ Click OK three times to 
close all the dialog 
boxes and return to 
the worksheet. 
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How can I add a custom 


dictionary? 


wv Follow steps 1 to 4 in this 
section. For step 5, click 
the New button. The 


Create Custom Dictionary 
dialog box opens. Type a 
name for your dictionary in 
the File name field and 
then click Save. The 
Custom Dictionaries dialog 
box reappears, and the 
new dictionary appears in 
the list of dictionaries. 


How do | add words to my 
custom dictionary instead 
of to the one that Excel 
uses by default? 


w Follow the steps in this 


section to add words to 
your custom dictionary 
by using the Custom 
Dictionaries dialog box. 
To add words to your 
custom dictionary during 
spell-checking, set your 
dictionary as the default. 
Follow steps 1 to 5 in this 
section. Then, click the 
Change Default button, 
which becomes available 
once you add more than 
one dictionary. 


Can I edit a word I added 
to the dictionary that was 
misspelled? 


w No. However, to correct a 


problem, you can delete 
the word and add its 
correctly spelled form to 
the dictionary. Follow steps 
1 to 5 to display the word 
list for the selected 
dictionary. Then, click the 
misspelled word and click 
Delete. Click in the 
Word(s) field, type the 
word correctly, and then 
click Add. 
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Translate 

Text 

Yi can translate common words or phrases 
from your default language to any of a 


number of languages. You can also take 
advantage of machine translations to translate an 





entire worksheet. Machine translation is useful when 
you open a workbook created in a foreign language 
and you want to make sure that you are looking at the 
correct workbook. The machine translation will not be 


perfect, and you should not rely on it for important 
workbooks because it may not preserve the full 
meaning of the text. 


You can type the word you want to translate into a 
cell in your worksheet, select the cell containing the 


word, or simply type the word into the Research pane. 
The example in this section shows a translation from 


English to Spanish. 


Translate Text a. 


@ Click the Review tab. 
2) Click Translate. 


@ The Research pane opens. 


& Type the word you want 
to translate. 


A) Click the Start Searching 
button (|@ ). 


@ The translation of the 
word appears here. 


You can change the 
languages by clicking the 
drop-down arrows ([=]) 
next to the From and To 
fields. 


© Click & to close the 
Research pane when you 
have finished translating. 
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What can I do if the language I want 
to work with does not appear? 


Ww Click Start, click All Programs, click 
Microsoft Office, click Microsoft Office 
2010 Tools, and then click Microsoft 
Office 2010 Language Preferences. In 
the dialog box that opens, open the 
list of languages that appears below 
the Choose Editing Languages section, 
select a language, and then click Add 
to include it in the list of enabled 
languages. If the language is installed, 
you may need to enable a keyboard 
layout in Windows to type in that 
language. 


Using the 
Thesaurus 


' ou can use the thesaurus that comes with 
Office programs to search for synonyms or 
antonyms for a word that you specify. 

Synonyms are words that have a similar meaning to 

the word you specify. Antonyms are words that 


mean the opposite of the word you specify. 


You can look up a word that appears in your 
worksheet or you can work directly in the Research 


pane that Excel displays when you use the thesaurus. 


You specify a word and then Excel searches for 
words from all parts of speech with both similar and 
opposite meanings. You can use the choices that 
Excel displays in the Research pane to continue 
searching; once you find the word you want, you 
can place the word in your worksheet. 


Using the Thesaurus | 


@ Click the Review tab. 
® Click Thesaurus. 


@ The Research pane 
opens. 


@ Type the word for 
which you want a 
synonym or antonym. 


@ Click the Start 
Searching button (( ). 








@ Synonyms appear here, 
and antonyms appear 
after each synonym. 


You can move the 
mouse pointer over any 
word and then click a 
drop-down arrow ([=]) 
to display a list of 
options. 


© Click & to close the 
Research pane when 
you finish using the 
thesaurus. 
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When I click [-| for a word that the 
thesaurus displays, what options are 
available? 





selected cell in the worksheet. Click 
Copy to copy the word to the 
Windows Clipboard. You can then 
edit a cell and paste the word to an 
exact location in the text contained in 
the cell. You can also paste the word 
into another program. You can click 
Look Up to have the thesaurus look 
up the word. 
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Insert and 
Delete Rows 


ou can add and delete rows in your worksheet 
to add or delete information. For example, 
you may have typed product names in the 
rows of a worksheet that shows product sales over a 
period of time, but you did not include the region in 
which those products were sold. Now you find you 
need to add region designations as row titles to 
segregate sales by region as well as by product. Or 
you may need to delete a row because you do not 
need the information that it contains. 





When you add a row, Excel shifts the rows below the 
new row down and automatically adjusts the row 
numbers to accommodate the new row. Excel also 


Insert and Delete Rows 











automatically updates formulas affected by the row 
you insert. The new row is the same height as the row 
above it. 


Similarly, when you delete a row, Excel removes all the 
information stored in the row and shifts the rows 
below the row you deleted upward. Excel also 
automatically adjusts the row numbers to 
accommodate the row you deleted and updates 
formulas affected by the row you deleted. 
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Delete a Row 


a) Select the row you 
want to delete. 


Note: To delete multiple 
rows simultaneously, select 
the rows you want to delete. 


Q Click the Home tab. 
@ Click Delete. 


@ Excel removes the row 
and selects the row 
that moved up to fill 
the space left by the 
deleted row. 





Can | insert more than one 
row at a time? 


w Yes. Excel inserts as many 
rows at one time as you 
select. For example, to 
insert five rows, select five 
rows, beginning with the 
first row you want to 
appear below the new 
rows. Place the mouse 
pointer in the row number 
area over the first row you 
want to select and then 
click and drag to select 
that row and four more. 
Then, follow steps 2 and 3 
in the subsection “Add a 
Row.” Excel inserts five 
rows into your worksheet. 
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Why does #REF! appear 
after I delete a row? 


v 


If #REF! appears in a cell in 
your worksheet after you 
delete a row, the deleted 
row probably contained a 
formula that Excel was 
using to calculate the cell 
now displaying #REF!. You 
need to correct the 
formula in the cell 
containing #REF! or you 
need to undo your action 
that deleted the row. For 
more on formulas, see 
Chapter 9. 
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Why does [¥ appear on a 
button near a row I just 
inserted? 


wv This button is called the 
Insert Options button. 
Click it to select formatting 
for the new row. You can 
select Format Save As 
Above, Format Same As 
Below, or Clear Formatting 


(© changes to @). 


19 





Insert and Delete 


Columns 





ou can add and delete columns in your by one column and automatically adjusts the column 

worksheet to add or delete information. For letters to accommodate the new column. Excel also 

example, you may have originally typed automatically updates formulas affected by the column 
months in the columns of a worksheet that shows you insert. The new column is the same width as the 
product sales over a period of time, but you started column to its left. 


with April and now you want to add March sales 
information to the worksheet. You may also need to 
delete a column because you do not need the 


information that it contains. 


Similarly, when you delete a column, Excel removes all 
the information stored in the column and shifts the 
columns to the right of the column that you deleted 
to the left. Excel also automatically adjusts the column 


When you add or delete a column, you start by letters to accommodate the column you deleted and 
selecting a column. When you add a column, Excel updates formulas affected by the column you deleted. 
shifts the columns to the right of the new column over 





Add and Delete Columns | : 


Add a Column 


a Select the column that 
should appear to the left 
of the column you are 
about to add. 


Note: See Chapter 4 for more 
on selecting a column. 


@ Click the Home tab. 
@ Click Insert. 


@ Excel inserts a new 
column to the left of the 
column that you originally 
selected and then shifts 
columns on the right of 
the new column to the 
right by one column. 


The new column appears 
selected. 
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Delete a Column 
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a Select the column you 
want to delete. 
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Can I add a group of cells instead of Can I delete more than one column at the 

adding an entire column? same time? 

w Yes. Select the cells that are located where w Yes. Move the mouse pointer into the 
you want the new cells to appear. Excel column letter heading area and then click 
moves these cells when you insert the new and drag to select all the adjacent columns 
cells. Click the Home tab and then click you want to delete. If you want to delete 
Insert. To exercise more control over how noncontiguous columns, press and hold Ctrl 
Excel inserts the cells, click the drop-down as you click the column heading letters of 
arrow ([*]|) beside the Insert button instead the columns you want to delete. Then, 
of clicking the button. Excel displays a follow steps 2 and 3 in the subsection 
dialog box in which you can click an option “Delete a Column.” Excel deletes the 
to indicate whether you want to shift the selected columns and shifts columns to the 
selected cells down or to the right. right of the deleted column to the left. 
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Swap Rows 
and Columns 


ou can switch the orientation of the rows and 
columns of your worksheet. Swapping rows 
and columns can help you avoid a lot of 
retyping if you set up a worksheet and then realize 
that you really want the rows to be columns and the 
columns to be rows. 





When you swap rows and columns, you select the 
cells containing the information you want to switch. 
Then, you copy the information and use a special 
pasting technique that tells Excel to not only paste but 
to also transpose the orientation of the information as 
it pastes. 


ers Rows and Columns 





@ Select the cells containing 








Typically, when you paste the information, you do not 
paste it into the same location where you originally 
placed it. Instead, you select a new portion of the 
worksheet as the destination for the swapped rows 
and columns. That way, you can easily compare the 
original data with the newly swapped rows and 
columns of data. When you select the destination 
location, you do not need to select all the cells into 
which you want Excel to paste the information. 
Instead, you select the cell that will become the 
upper-left corner of the new range. 
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® Click the Home tab. 
© Click Copy (2). 


c 


@ Excel displays an animated 
dashed border around the 


cells you copied. Se eta eer. een ae 134 ii Lae6 sits za 

iCoanlyerts 148 143 179 130 135 183 ‘ 

° ° pedir: + BS = zoO3 a I a 

@) Click the cell that will patent. aes ._309._fe., _t9_sup_a0] 


Be) ed | ee) ke) Pal 


become the upper-left 
corner of the swapped 
rows and columns. 
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© Click here ([+]) to 


display the Paste menu. 


© Click the Transpose 
button ([# ). 


Note: When you point the 
mouse at Transpose, Live 
Preview shows you what you 
can expect to happen when 
you click Transpose. 


@ Excel pastes the 
information into the 
selected location, 
swapping rows and 
columns. The 
destination range 
appears selected. 


You can press Esc to 
eliminate the animated 
border around the cells 
you copied. 
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Why do I need to place the 

swapped rows and columns 

in a different location than 

the original rows and 
columns? 


‘Ww Most ranges are not square 


in size; that is, they do not 
contain the same number 
of rows and columns. 
Because Excel is going to 
switch the rows and 
columns in the selected 
range, if you place the 
swapped version on top of 
the original version, some 
extraneous information will 
appear in some of the rows 
or columns of the original 
range, making things very 
confusing. 


Is there a way to place the 
swapped rows and columns 
in the location where the 
original data appears? 


w Yes. After swapping, clear 
the formats and the 
contents of the cells in the 
original location. For more 
on clearing the formatting, 
see Chapter 3. Then, cut 
and paste the swapped 
rows and columns to the 
location where the original 
data appeared. See 
Chapter 4 for more on 
moving data. 


When I swap columns and 
rows of a range that 
contains formulas, what 
happens? 


‘w Excel does not consider 
cells that contain formulas 
special and therefore also 
swaps those cells. Excel 
remembers the formulas 
and retains them so they 
still calculate properly. 

If formulas appeared 
originally in a column in 
your worksheet, they 
appear in a row after you 
swap columns and rows. 
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Adjust 


ou may need to adjust the height of a row so 


Row Height 
\ all the information in a cell in that row can be 
easily seen. For example, if you select a cell, 


increase the font size, and then type in the cell, some 
of the text you type may appear cut off on the top. 
Adjusting the row height improves the appearance of 
your worksheet and enables you to read all the text in 
the cell. You may also want to change the height of 
rows in a worksheet to add space between the rows to 
make reading the worksheet easier. 





Adjust Row Height 





Set a Precise Row Height 


Hore Let, 


aq) Click in the row you want 
to adjust. 


= dd 


elF|y- 





Formulas 
hh a 
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You can use one of two methods to change row 
height. You can drag to adjust the row height and use 
your eye to determine the appropriate height or you 
can use a dialog box to set a precise row height in 
points, where one point equals approximately 172 
inch. The default row height is 15 points. You can 
change the height of more than one row 
simultaneously. Remember to select the rows before 
you use either method. 
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Note: To adjust the height of 
more than one row, select the 


1 
rows you want to adjust. See 3 
: = una rary hebruary = March 
Chapter 4 for more on selecting | 4 wee 177155 
5 Gadge Lag Leg 
rows. 6 Sedge 165 Lire 
7 Total 4d. auz 
. 
& Click the Home tab. a | 
10 
© Click Format. aI 
13 
Ald 


® Click Row Height. 





How Bnaght: tel 


Excel opens the Row 
Height dialog box. 





&) Type the height you want eucteeae 
to apply to the row. 
© Click OK. 


Excel adjusts the row 
height. 
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Set Row Height by Dragging 


@) Move the mouse pointer into 
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adjust. a 


The mouse pointer changes 


tO. 


@ Click and drag downward to 
increase the row height or 
upward to decrease the row 
height. 


@ A dotted line marks the 
proposed height. 
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measurement of the proposed 
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row height. 
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Can I copy row height from one row to 
another? 


wv Row height is not a format that Excel copies 
when it copies formatting. To make one 
row the same height as another, place the 
cell pointer in a cell in the row with the 
height you want to match. Perform steps 2 
to 4 in the subsection “Set a Precise Row 
Height” to identify the row height of the 
model row. Click Cancel and then perform 
steps 1 to 6 in the same subsection, typing 
the height you noted for the model row in 
Siepns. 


What does AutoFit Row Height do? 


Ww When you click AutoFit Row Height on the 
Format drop-down list, Excel sizes the 
height of the row so the tallest entry in the 
row fits comfortably in the row. Shorter 
entries in the row may seem to have a lot of 
height within their cells, but all entries in 
the row will be easy to read. 
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Adjust 


Column Width 





' ou may need to adjust the width of a column 
so all the information in a cell in that column 
can be easily seen. For example, if you type 

text into cell Al that is longer than the width of 

column A, the text appears to spill into cell B1. 


However, when you type text into cell B1, the text in 
cell Al now appears truncated. Adjusting the column 


width improves the appearance of your worksheet and 


enables you to read all the text in cell A1. 








Set a Precise Column 
Width 


a Click in the column you 
want to adjust. 


Note: To adjust the width of 
more than one column, select 
the columns you want to 
adjust. See Chapter 4 for more 
on selecting columns. 


@ Click the Home tab. 
@ Click Format. 
@ Click Column Width. 


Excel opens the Column 
Width dialog box. 


o Type the width you want 
to apply to the column. 


© Click OK. 


Excel adjusts the column 
width. 
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You can use one of two methods to change column 
width. You can drag to adjust the column width and 
use your eye to determine the appropriate width for 
the column or you can use a dialog box to set a 
precise column width in characters. 


By default, 8.43 characters will fit in a column, and 
that number is based on using a standard font, which 
Excel defines as the default text font for worksheets. 
You can change the width of more than one column 
simultaneously. Remember to select the columns 
before you use either method. 
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Set Column Width by Dragging 


qd) Move the mouse pointer into the 
column heading area on the right 
side of the column you want to 
adjust. 


The mouse pointer changes to ++. 


@ Click and drag to the right to 
increase the column width or to the 
left to decrease the column width. 


@ A dotted line marks the proposed 
column width. 


@ A box displays the proposed width. 
© Release the mouse button. 


Excel adjusts the width of the 
column. 
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| What does a series of pound signs (#) 
mean? 


‘w When you see a series of pound signs in a 
cell, this means that the cell contains 
numerical information and the column is 
not wide enough to display the numbers. 
To solve this problem, use either of the 
techniques described in this section to 
widen the column or have Excel set the 
width of the column to accommodate the 
longest entry in the column. Click in the 
column and then complete steps 2 and 3 in 
the subsection “Set a Precise Column 
Width.” In the Format drop-down list, 
choose AutoFit Column Width. 


Can I change the width of all columns in 
the worksheet simultaneously? 


w Yes. Click the button that appears above 
row 1 and to the left of column A ([__<]). 
Excel selects all cells in the worksheet. Then, 
follow the steps in either subsection in this 
section; Excel will apply your changes to all 
selected cells. 


Can I make Excel automatically size all 
columns to fit all entries they contain? 


w Yes. Click [| «] to select all cells in the 
worksheet. Then, move the mouse pointer 
into the column heading area at the right 
edge of any column (ca changes to ++). 
Double-click the column boundary; Excel 
resizes all selected columns so they match 
the width of the longest entry. 


8/ 





Copy Width from 
One Column to Another 


ou can copy the width of one column to 
another column without copying any other 
elements. Copying the column width can be 
useful to enhance the appearance of your worksheet. 
For example, suppose you resized all the columns in 
your worksheet to accommodate the longest entry in 
a column. Later, after saving and closing the 
workbook, you reopen it and realize that setting all 
column widths to accommodate the longest entry in 
the column has resulted in many different column 
sizes, and your worksheet is not as readable as you 





would like. In this situation, you can set the width of 
one column to a size that you think would be 
appropriate and then copy that width to other 
columns in the workbook. 


When you copy column widths, you use a special form 
of the copy-and-paste operation. The special form 
copies only column widths so you do not need to 
worry about preserving data in the columns that you 
resize by using the new width. This approach makes it 
easy to consistently set column widths. 


ey Celtic elim meme Cel dis | 





@ Click a cell in the column 
that has the width you 
want to copy. 


2) Click the Home tab. 
© Click Copy (/). 


Excel displays an animated 
dashed border around the 
cell you selected. 


@ Click a cell in the column 
to which you want to 
assign the new width. 


@® Click here (EJ) to open 
the Paste menu. 


© Click Paste Special. 
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You can press Esc to 7 | Total Sales 44] 
A 


cancel the animated 
dashed border around 
the cell you selected in 
step 1. 


(In Thousands) 
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How can I copy the column width of one 
column to multiple columns? 


wv Follow steps 1 to 3. For step 4, select cells 
in all the columns to which you want to 
copy the column width. If the cells are in 
columns that are contiguous, you can click 
and drag to select them or you can select 
the first cell and then press and hold Shift 
and select the last cell. If the cells are in 
columns that are not contiguous, press and 
hold Ctrl as you select each cell. Then, 
complete steps 5 to 8. 


Will copying column widths eliminate the 
pound signs (#) that appear in one 
column in my worksheet? 


Ww Possibly. Pound signs indicate that the cell 


displaying them contains a number and 
that the cell’s column is not wide enough 
to display the number. Copying column 
widths might fix your problem if you 
happen to copy the width of a column that 
is wide enough to accommodate the 
number in the column that is too narrow. If 
copying a column width does not solve the 
problem, then widen the column of the cell 
displaying the pound signs. See the section 
“Adjust Column Width” for more. 
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Hide and Unhide 
Rows or Columns 





ou can hide rows and columns in your 
worksheet to avoid displaying information that 
might not be pertinent to the reader. Hiding 


information that a reader does not need to see can 
also help you fit the information on fewer printed 
pages. And hiding rows and columns while you work 
can help you focus on particular portions of a 
worksheet. Hiding information is not a form of 
security; for information on worksheet security, see 


Chapter 29. 


Hiding rows or columns does not affect the formulas 
and functions in your worksheet. Formulas and 
functions continue to work when you hide them or 





Hide and Unhide Rows or Columns 





Hide Rows or Columns 


@ Select a cell in the row or 
column that you want to 
hide. 


To hide multiple rows or 
columns, select cells that 
span those rows or 
columns. 


Click the Home tab. 
Click Format. 
Click Hide & Unhide. 


Click Hide Rows or Hide 
Columns. 


9Ooodod 


This example hides 
columns. 


Excel hides the rows or 
columns. 


Hidden row numbers or 
column letters do not 
appear in the worksheet. 
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when you hide cells used by formulas and functions in 
their calculations. You also do not need to display 
particular rows or columns to include cells in those 


rows or columns when you create formulas and 
functions. 


When you hide a row or column, Excel does not 


display the information stored in that row or column 
or the row number or the column letter for the hidden 
row or column. For example, if you hide column C, 
Excel displays columns A, B, D, E, and so on, skipping 
column C. You can easily redisplay hidden rows and 
columns at any time. 











Pim rte at Pioamullas Crata 
a Calibisi bo: sy 2 ae 
7 BediwU- SB A EBS ee- 
lipfenrd | Fort Blignmerit 
a5 - fe} 197 
EE Me = id Ml ld il "ea TODS 

f Soles Figures for 2007 

z [Im Thearszneds) 

a January february = Marck April May 
4 

5 | 134 
6 Gadgets a9 163 174 190 

7 felgets 1a5 tna 78 1o0 

2 South 

3 Widgets 14y 14u oy Loe 

10 teadlgets Lbz 76 12 209 

11 Sedgets 178 2 216 203 

Te! Tetal Sales a4. aa? S27 514 

iz) 

1a 

15 

16 


Heyete 


146 
Les 
Len 


Lue 


— 
at 


Ae 











‘Wiki! & oO Se 
= 
See feet = = 
Number * : = ay ww 
ei Gelete = | ape 
$- % # =2 Bf —— for & Find & 
ra ni a] Format = ae Ree Gelert 
WLU Et m Cell Sie 
| ol Reowe feign... | fed 
Hi | I ke | Aurbnfit Rr Height i ] 
=. + ry 
ro Column Width... 
Autod & Colne Vwedtth 
Total Sales 
Detauit viledte... 
Ts Wisablity 
148 Hide & Unhide T 
1k Lae Onganire Sheets 
- bee Sheet Rename Sheet 
1 fo | lira fein Lhe 
1Gu gal Untiite Rows Mimar or Copy Dheck. 
211 1342 > Tab Color 
rrr Linhide Coburn 
ae pte Protection 
233 2058 ag) Eratect Gheet. 
Go back Cell | 
SP fp eamatcaii 





BS = fe) 177 

i F I3 H 

i ales Figures for 2007 

Z [In Thousands) 

3 pel belay June Total Seles 
4 Nerth 

S| Widgets 139 148 159 ad 
 Gedgets 190 195 138 1074 
P Sedype te 1s0 100 103 11 
8 south 

g Widerts 153 154 165 a2. 
10) tawlgets 08 208 21 1152 
11) Relgets 208 198 198 1188 
j2 Tolal Sales alg 521 533 028 
13 
14} 





Unhide Rows or 
Columns 


@ Select two cells that 
span the range of the 
hidden row or column. 


@ Click the Home tab. 
@ Click Format. 
@) Click Hide & Unhide. 


o Click Unhide Rows or 
Unhide Columns. 


This example unhides 
columns. 


@ Excel redisplays the 
hidden rows or 
columns and selects 
the original two cells 
along with cells from 
the range that had 
been hidden. 
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| Can I hide row 1 or column 


A and, if so, how do | 


redisplay them? 


w Yes. You can hide row 1 or 


column A. To redisplay 
either of them, click the 


Home tab and then click 
Find & Select in the Editing 


group. From the Find & 


Select menu, click Go To. 
In the Go To dialog box 
that appears, type A7 in 
the Reference box and click 
OK. Then, follow steps 2 to 


5 in the subsection 


“Unhide Rows or 


Columns.” 


Can I hide an entire 
worksheet in my 


workbook? 
w Yes. Click the worksheet’s 


tab to make sure you are 
viewing the worksheet. 
Then, complete steps 2 to 
4 in the subsection “Hide 
Rows or Columns.” For 
step 5, click Hide Sheet. To 
unhide the sheet, complete 
steps 2 to 4 in the 
subsection “Unhide Rows 
or Columns.” For step 5, 
click Unhide Sheet. 


Can I protect information 
by hiding it? 


Vv 


No. Anyone who opens 
your workbook can unhide 
the rows or columns that 
you hide. Because Excel 
skips the row numbers and 
column letters of hidden 
rows and columns, they 
are easy to identify. To 
protect information in your 
workbook, you can assign 
a password to the 
workbook. Then, only 
those who know the 
password can open the 
workbook and make 
changes. For more, see 
Chapter 29. 
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Merge Cells in 





Columns or Rows 


ou can merge two or more cells in a 
worksheet to combine them into one cell. 
Merging is most commonly used when you 
want to create a title in a worksheet that stretches 
across a group of cells. Typically, in this situation, you 
not only merge cells, but you also center the text in 
the resulting merged cell. 





You can merge cells in a row or in a column. You can 
merge and center text within the merged cell 

simultaneously, as shown in this section, or once you 
merge cells, you can use Excel’s alignment features to 


Merge Cells in Columns or Rows 





Merge Cells across 
Columns 


Calipri * 
a Select the cells you want 


Paste g E ft. 
to merge. 


Fort 
Note: Only the cell serving as 


the left edge of the selection 
should contain data. 


® Click the Home tab. 


© Click the Merge & Center 
button ([54 ). 
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@ Layout 


cy = 


fe | (In Thousands) 


Tehnuary 


February March il 


position text that appears within the merged cell. If 
you merge across rows, you can center the text in the 
merged cell or you can align it on the right or left side 
of the cell. If you merge across columns, you can 
center the text in the merged cell or you can align it 
with the top or bottom of the cell. 


When you merge cells, you should make sure that no 
information appears in any of the cells you plan to 
merge except for the cell that will be in the upper-left 
corner of the cells that you select to merge. 
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Merge Cells across 


Rows 


@ Select the cells you 
want to merge. 


Note: Only the cell serving 
as the top edge of the 
selection should contain 


data. 


@ Click the Home tab. 


© Click the Merge & 
Center button (|= ). 


@ Excel merges the 





Total Sables 


@ Layout Formulas Diata 
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‘Can i merge without 
centering? 


w Yes. Click the drop-down 


arrow ([~]) beside Merge 
& Center (#4) to view a list 
of merging choices. If you 
click either Merge Across 
or Merge Cells, Excel only 
merges the selected cells 
but does not change the 
alignment already assigned 
to the cell containing the 
text. When you click [-, 
Excel actually performs two 
actions: It first combines 
the selected cells and then 
sets the alignment for the 
merged cell. 


What is the difference 
between the Merge Across 
command and the Merge 
Cells command that 
appears when you click the 
drop-down arrow ([-]) 
beside Merge & Center (|)? 


w When you merge across 
columns, the two 
commands perform the 
exact same function: They 
both merge without 
centering. However, when 
you merge cells across 
rows, Merge Across does 
not work. To merge the 
cells without centering, use 
the Merge Cells command. 


Can I unmerge cells? 


Vv 


Yes. If you are unmerging 
a single cell, you can select 
the cell and then click 
Merge & Center (|) to 
unmerge the cell. 
However, if you want to 
unmerge more than one 
cell simultaneously, do not 
click [#4 because you may 
lose data. Instead, select 
the merged cells and then 
click the drop-down arrow 
([-]) beside [#4 . Then, click 
Unmerge Cells. 
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Set Worksheet 
Tab Colors 


ou can assign colors to worksheet tabs to help 

you identify a worksheet’s contents. For 

example, suppose your organization has set 
standards for workbooks that store product sales for 
different time periods. In your organization, each 
workbook that stores product sales numbers should 
contain four worksheets, with each worksheet storing 
only one quarter’s information. You can color-code the 
worksheet tabs so that in each workbook, sales for the 
first quarter always appear on a worksheet that has, 
for example, a red tab. You might assign yellow to the 
second quarter, green to the third quarter, and blue to 
the fourth quarter. 





Set Worksheet Tab Colors 7 





Set Tab Color 


a Right-click on the tab of a 
worksheet. 


@ Click Tab Color. 
© Click a color. 


@ Excel adds the color to the 
bottom of the worksheet tab. 


@ Tab colors are more apparent 
on worksheets that are not 
active. 








To keep your color-coding consistent, your 
organization should decide on a standard to be used 
by everyone who accesses these workbooks. By 
default, you assign worksheet tab colors on a 
workbook-by-workbook basis. To automatically assign 
colors to worksheet tabs for each new workbook, you 
can create a template that contains worksheets to 
which you have assigned colors and then base new 
workbooks on that template. 
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Remove Tab Color 


a) Right-click on the tab of 
a worksheet. 


& Click Tab Color. 
© Click No Color. 


@ Excel removes the color 
from the worksheet tab. 


| Does Excel limit the number of colors that 


I can apply to worksheet tabs? 


wv Not really. In addition to the ten standard 
colors, you can choose from among ten 
theme colors, and each theme includes five 
shades associated with the theme’s main 
color. If none of these colors work for you, 
you can complete steps 1 and 2 in the 
subsection “Set Tab Color.” For step 3, click 
More Colors to open the Colors dialog box 
and set a custom color based on variations 
of the standard colors that appear after you 
complete steps 1 and 2. 
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How do I go about setting a custom color? 


‘wv Inthe Colors dialog box, you can select 
from among variations of the standard 
colors by clicking a color swatch. You can 
also precisely set a color by using one of 
two models: Using the RGB model, you can 
specify the relative amounts of red, green, 
and blue that you want to assign to the 
color. You can also use the HSL model to 
set hue, saturation, and luminance levels for 
a color. As you select colors, a preview 
shows you the difference between the 
current choice and your new choice. 
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Edit Multiple Worksheets 


Simultaneously 


ou can simultaneously apply editing changes 

to more than one worksheet by creating a 

group of worksheets. For example, this 
technique is particularly useful when you want to 
check spelling. You can concurrently check a group of 
worksheets instead of checking each worksheet 
separately. 





You can apply other types of editing changes to a 
group of worksheets, and this type of editing works 
extremely well if each worksheet is laid out the same 
way. For example, if your workbook contains four 
worksheets that each track sales for the same products 
but for different time periods, you can take advantage 








of group editing to apply formatting or even to insert 
formulas. By grouping the worksheets, you do the 
work once, but Excel applies the work to all 
worksheets in the group. 


If you plan to apply formatting to or insert formulas 
into a group of worksheets, make sure that they are 
set up identically; otherwise, you risk accidentally 
overwriting data. Technologically, Excel permits you to 
apply formatting and insert formulas into a group of 
worksheets that are not laid out in an identical 
manner, but to achieve the results you expect, your 
worksheets should look the same. 


Edit Multiple Worksheets Simultaneously 





Group Worksheets 


a Press and hold Ctrl as you 
click the tab for each 
worksheet you want to 
select. 


This example selects four 
worksheets. 


@ Excel displays [Group] in 
the title bar of the 
workbook. 


e Perform an action on 
Sheet1. 


This example adds a 
formula in cell F5 to sum 
C5, D5, and E5. The 
formula appears in the 
Formula Bar. 


@ The formula result appears 
in the worksheet. 


Note: See Chapter 9 for more 
on adding basic formulas. 


© Click the tab for Sheet2. 
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Sheet2 becomes the 
active worksheet. 


Excel performs the 
same action on Sheetz2. 


You can click the tabs 
of each of the other 
worksheets in the 
group to verify that 
Excel performed the 
same action on all 
worksheets in the 


group. 
Ungroup Worksheets 


@ Right-click on the tab 
of any worksheet. 


@) Click Select All Sheets. 


@ Right-click on the tab 
of any worksheet 
again. 


® Click Ungroup Sheets. 


Excel cancels the group 
selection, and Group 
disappears from the 
title bar. 
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Can I group worksheets 
and work on a worksheet 
other than Sheet1? 


w Yes. Start by clicking the 
tab of the worksheet on 
which you want to work. 
Then, press and hold Ctrl 
as you Click the other 
worksheets you want to 
include in the group. Excel 
groups the worksheets but 
displays the first worksheet 
you clicked as the active 
worksheet. 


Can I add worksheets to 

the group? 

vw Yes. Perform step 1 in the 
subsection “Group 
Worksheets” on the tab of 
the worksheet you want to 
add to the group. Any 
changes you made to the 
group prior to adding that 
extra worksheet will not 
appear on the extra 
worksheet. Excel will apply 
future changes to the new 
group member as well as 
to the rest of the group. 


Is there an easy way to 
select all worksheets in 
a workbook? 


w Yes. Right-click on the tab 
of the worksheet in which 
you want to edit. Excel 
makes that worksheet the 
active worksheet. From the 
shortcut menu that 
appears, click Select All 
Sheets. Excel selects all 
worksheets in the 
workbook and displays the 
worksheet whose tab you 
right-clicked on. 
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Add or Delete 
a Worksheet 


B 


y default, Excel includes three worksheets in 
every new blank workbook that you create, 
but you can add or delete worksheets in any 
workbook. You can add more worksheets if you need 
to add information to the workbook that you want to 
separate from information on other worksheets. Using 
multiple worksheets in a workbook can help you 
organize information in the workbook. For example, 
you can store quarterly sales information for products 
you sell on separate worksheets in the same workbook. 
You can also store grades for each test you give to a 
class on separate worksheets. 








Add or Delete a Worksheet 


Add a Worksheet 


@ Click the tab of the 
worksheet that you want 
to appear behind the new 


worksheet. ‘Cc 


@ Click the Home tab. 


@ Click the drop-down 
arrow ([*]) beside the 
Insert button. 


® Click Insert Sheet. 





Excel displays the new 
worksheet. 


@ The new worksheet 
appears in front of the 
worksheet you selected in 
step 1. 
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When you add a worksheet to a workbook, Excel 
inserts the worksheet in front of the worksheet that 
you are viewing at the time you add the new 
worksheet. Excel also displays the new worksheet after 
you insert it. 


You can also delete worksheets that you do not need. 
For example, if you are tracking prices for a particular 
stock, you only need one worksheet on which to store 
the date and the stock’s price. You can easily delete 
the other worksheets in the workbook. After you 
delete a worksheet, Excel displays the worksheet 
behind the one you deleted. 
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Delete a Worksheet 


‘at Peamulas 


@ Click the tab of the 
worksheet you want to 
delete. 


@& Click the Home tab. 


© Click the drop-down 
arrow ([*]) beside the 
Delete button. 


® Click Delete Sheet. 


@ Excel deletes the 
worksheet and then 
displays the worksheet 
behind the deleted 
worksheet. 


‘AA 


Note: If the sheet contains 
any data or formatting, 
Excel warns you before 
deleting it, and you must 
click the Delete button to 
delete the sheet. 
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‘Is there a way to make Excel insert a new 
worksheet behind another worksheet? 


w By default, Excel inserts a new worksheet in 
front of the active worksheet, so worksheet 
placement is a matter of perspective. For 
example, suppose you have Sheet1, Sheet2, 
and Sheet3 in your workbook. To insert a 
new worksheet behind Sheet1, click Sheet2’s 
tab and then follow the steps in the 
subsection “Add a Worksheet.” To insert a 
worksheet behind Sheet3, which is the last 
worksheet in the workbook, click the Insert 
Worksheet button ({Za]) that appears after 
the last worksheet tab in your workbook. 
Excel inserts a new worksheet after the last 
worksheet in the workbook. 


When I inserted a new worksheet in front 
of Sheet2 in my workbook that contained 
two worksheets, why did Excel place 
Sheet3 between Sheet1 and Sheet2? 


w Excel places a new worksheet in the 
workbook in front of the worksheet that is 
active when you insert the new worksheet. 
Excel also consecutively numbers all 
worksheets that you insert. As a result, 
when you start with Sheet] and Sheet2 in 
your workbook and you select Sheet2 as 
the active worksheet and follow the steps 
in the subsection “Add a Worksheet,” Excel 
places Sheet3 between Sheet1 and Sheet2. 
However, you can reorder your worksheets. 
For more, see the section “Move or Copy a 
Worksheet.” 
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Move or Copy 
a Worksheet 


ou can move or copy a worksheet to a new 
location within the same workbook or to an 
entirely different workbook. 
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‘Is there a way to move a worksheet 
without using a dialog box? 


w Yes. Click and drag the worksheet’s 
tab. As you drag, [7 changes to 4, 
and w marks the proposed location 
of the worksheet tab if you release the 
mouse button. 
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you want to move. 6 Month Sales Figures for 201 oa cueiaas 
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® Click the tab of the an 8 ee siaciiisin. 
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worksheet you want to . 5 cies i‘ 1 a 199 ian iss $ 1,190 Hite & Linhide 
move or copy to make It 7 ToalSales$ 441 § 487 $ SO § SIS § 521 $ 4533 § 30B Organize Sheets 
* 8 eneme Sheer 
the active worksheet. 3 sine 
10 Move or Copy Sheet 
a Tab Coter ' 
© Click the Home tab. ig Pratestion | 
+ Ghy Protect Sheet | 
® Click Format. a Dy beet cel \s 
. Vv SH format ceits 
© Click Move or Copy Sheet. = = 
Al 
The Move or Copy dialog 5 | 
box opens. 5 | 
ra | 
@ You can click here ([-]) to + | 
choose a workbook for = 
the worksheet. 7 
7s > ¥ 
i¢ «ht Sheet Sheet? Sheets le u ae 





© Click where you want to 
place the worksheet that 
you are moving. 


@ You can copy a worksheet 
by clicking the Create a 
copy check box ([L] 
changes to |v). 





Qo iy 
@ Click OK. ——_ — = 
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Rename 
a Worksheet 


ou can rename worksheet tabs from their 

default names of Sheet1 or Sheet2 to 

something meaningful that describes the 
contents of the worksheets. Providing a descriptive 
name helps you and other users to quickly and easily 
find worksheets. 


You can supply a name up to 31 characters in length 
for any worksheet tab. The name can include spaces 
but cannot include slashes (\ or /), brackets ([ or ]), 
the question mark (?), the colon (:), or the asterisk 
(*). Generally, shorter names work better than longer 
names for two reasons. First, shorter names take up 
less space so you can display and see the complete 
names of more worksheet tabs. Second, you can use 
worksheet names in formulas, so shorter worksheet 


Rename a Worksheet 


@ Click the tab of the 
worksheet you want to 
rename. 


@ Click the Home tab. 
@ Click Format. 

















. fo. 
we ae 
¥ |B dg U = 





c U E 


Z tm The 
. 5.) ry February March Ap 
® Click Rename Sheet. wget ie) is! ih 
5 \Gadwets 145) 163 179 
6 |Sedpete 165 ia 203 
FitotelSoes § 441 § 407 GOT § 


Excel highlights the 
current name of the 
worksheet in the 
worksheet’s tab. 


® Type a new name. 
© Press Enter. 


Excel saves the new 
name. 


nit Formulas 


names make it easier to create a formula that 
contains a worksheet name. See Chapter 9 for more 
on creating formulas. 
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Managing the Workbook Structure 


Hawi Eb 
= = = 


fo A+) Mme e- s e w S 


Alignment 


tral acl 3) 


May 


Ze) 6 Month Sales Figures for 2010 
Ny at 1S 
6 Month Sales Figures for 2010 


June 


Is there a shortcut for renaming a 
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worksheet? 


w Yes. You can skip steps 1 to 4 and 
instead double-click the tab of the 
worksheet you want to rename. Excel 
selects the worksheet name, and you 
can continue with steps 5 and 6. 
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Hide and Unhide 
a Worksheet 





ou can hide a worksheet in a workbook to that are being used by formulas and functions in other 

avoid displaying information on-screen that worksheets. You also do not need to display a 

might not be pertinent to the reader. Be particular worksheet to include cells in that worksheet 
aware, though, that hiding a worksheet is not a when you create formulas and functions. See Chapter 
measure of security because anyone can unhide the 9 for more on creating basic formulas. 


worksheet. So, use this technique to avoid distractions. 


Wh hide a worksheet, Excel does not displa 
To handle sensitive information, see Chapter 29. eo tae o play 


the information stored in that worksheet or the 


Hiding a worksheet does not affect any formulas and worksheet tab of the hidden worksheet. For example, 
functions in your worksheet. Formulas and functions if you hide Sheet2 in a workbook that contains Sheet1, 
continue to work when you hide a worksheet that Sheet2, Sheet3, and Sheet4, Excel displays Sheet1, 
contains them. Formulas and functions also continue Sheet3, and Sheet4, skipping Sheet2. You can easily 
to work when you hide a worksheet that contains cells redisplay hidden worksheets at any time. 





Hide and Unhide a Worksheet ~ 


Hide a Worksheet 
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© Click Hide Sheet. 
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Unhide a Worksheet 
@ Click the Home tab. 
Q Click Format. 

® Click Hide & Unhide. 
@ Click Unhide Sheet. 


® Select the worksheet 


| ies 
Hd 
¥ 


Clipfennd ty 


The Unhide dialog box 
opens. 


that you want to 
unhide. 


© Click OK. 


Excel redisplays the 
worksheet in its original 
location. 


Managing the Workbook Structure 
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Can I protect information 
in my workbook by hiding 
the worksheet that 
contains it? 


w No. Anyone who opens 
your workbook can unhide 
the worksheet that you 
have hidden. If you do not 
rename the worksheets in 
your workbook, any reader 
can also easily deduce that 
a worksheet seems to be 
missing and check to see if 
you hid it. To protect 
information in your 
workbook, you can assign 
a password to the 


workbook. Then, only 
those users who know the 
password can open the 
workbook and make 
changes. For more, see 
Ghapter 27) 


Can I unhide a worksheet 
to a new location? 


w No. However, after you 


unhide the worksheet, you 
can move it to a new 
location. See the section 
“Move or Copy a 
Worksheet” for more on 
moving or copying a 


worksheet to a new 
location in the same 
workbook or to a new 
workbook. 


Is there a way that I can 
use my keyboard to display 
the Unhide dialog box? 


w Yes. Press AIttH+O+U+H. 
Excel displays the Unhide 
dialog box as long as you 
previously hid a worksheet. 
When no worksheets are 
hidden, the command is 
not available. 
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Hide and Unhide 


a Workbook 


ou can hide entire workbooks that you have 
open to avoid displaying sensitive information, 
such as employee salaries or student test 
scores. For example, suppose you are working on a 
sensitive workbook and someone unexpectedly enters 
your office. You can hide the workbook quickly and 
easily to safeguard the information, and when that 
person leaves, you can redisplay it. 





Hiding a workbook does not affect any information in 
your workbook. Formulas and functions in a workbook 
continue to work when you hide the workbook. 


Hide and Unhide a Workbook /'*| 


Hide a Workbook 








Similarly, formulas and functions in other workbooks 
that refer to the hidden workbook continue to work. 
You also do not need to display a particular workbook 
to include cells in that workbook when you create 
formulas and functions. See Chapter 9 for more on 
creating basic formulas. 


When you hide a workbook, Excel does not display the 
workbook in the Windows taskbar or when you try to 
switch workbooks by using the Switch Windows 
button on the View tab of the Ribbon. You can easily 
redisplay hidden workbooks at any time. 
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@ Excel hides the workbook. 
No button appears on the 
Windows taskbar for the 
workbook. 


mab) Sheeti , 2 Shasta _ Sheets | 
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Unhide a Workbook 


@ Click the View tab. 
@ Click Unhide. 


Excel opens the Unhide 
dialog box. 


® Click a workbook that 
you want to unhide. 


@ Click OK. 
Excel redisplays the 





Hone 










workbook and makes it 
the active workbook. 


tit (e) LJ Page Break Preview 


I Custom Views 
Page __ 

Leyout [Mal Full screen 
Workbook VWirwn 


Trisert Paye Lsyuut Furnmules Dats Reviews 
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View 





Zoom to 
Selection 


chapter re 


SEnNewwWindow Cispit OD aoa 
Se Arrange All «= Hide a, , 

$2 SvAtch 
Gai rreeze panes + ] uUntice : Winduws + 


Virion 


















What happens to a 
workbook that | hid but 
forget to unhide? 


It remains hidden until you 
attempt to close Excel. At 
that time, Excel prompts 
you to save the hidden 
workbook. Typically, when 
Excel prompts you, Excel 
will be open but no 
workbook will be open, 
and you should be 
thinking: “That is odd. 
Why is Excel prompting 
me to save a workbook 
when one is not open?” 
Take advantage of this 
visual cue and click Cancel 


at the prompt. Then, 
follow the steps in the 
subsection “Unhide a 
Workbook” to view the 
workbook and decide if 
you want to save the 
changes. 


Is there any visual cue I can 
use while still working in 
Excel to determine that 
hidden workbooks exist? 


w Yes. If the Unhide button 
on the View tab is 
available, you can be 
certain that hidden 
workbooks exist. Excel will 
continue to hide those 


workbooks until you follow 
the steps in the subsection 
“Unhide a Workbook” to 
redisplay them or until you 
close Excel and reopen it. 
No other action, including 
simultaneously viewing 
multiple open workbooks, 
will make the workbook 
reappear. 


How can I simultaneously 
view multiple open 
workbooks? 


w Click the View tab, and in 


the Window group, click 
Arrange All. 
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Switch 
Views 





ou can switch views of your worksheet to see 
your worksheet from different perspectives. By 
default, Normal view is the view that appears 


when you open a workbook, and most people work 
in Normal view. Once you print or preview your 
worksheet, horizontal and vertical page breaks appear 


as dashed black lines. 


Page Layout view presents the most realistic view of 
the way your worksheet will appear when you print it. 
In Page Layout view, you can see and adjust margins, 
headers, and footers in your worksheet, and each page 
appears individually, without dashed lines representing 





page breaks. You can work in Page Layout view all the 
time because you have complete access to the Ribbon, 
Quick Access Toolbar, and status bar. 


In Page Break Preview, Excel zooms the worksheet so 
you can see more of it. Page numbers appear overlaid 
on each page, and page breaks appear as heavy, 
dashed blue lines that you can adjust; see Chapter 8 
for more on adjusting page breaks and margins as well 
as adding headers and footers. 


In Full Screen view, you can see more of your 
workbook because Excel hides the Ribbon, the Quick 
Access Toolbar, and the status bar. 


@ Open a workbook. 
Excel displays the 


workbook in Normal view. 


@ After you print or preview 
a worksheet, page breaks 
appear as dashed black 
lines. 


& Click the View tab. 
@ Click Page Layout. 


Excel displays the 
workbook in Page Layout 
view. 


@ You can use the rulers to 
adjust margins. 


You can add header 
information here. 


Note: See Chapter 8 for more 
on adjusting margins as well as 
adding headers and footers. 


® Click Page Break Preview. 
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The workbook appears 
in Page Break Preview 
and a welcome dialog 
box opens; click OK to 
close it. 


Excel displays page 
numbers on each page. 
You can use the dashed 


blue lines to manage 
page breaks. 


Note: See Chapter 8 for 
more on working with page 
breaks. 


) Click Full Screen. 


The workbook appears 
in Full Screen view. 


In this view, the Ribbon, 
the Quick Access 
Toolbar, and the status 
bar are hidden so you 
can see more of your 
workbook on-screen. 


You can press Esc to exit 
Full Screen view and 
redisplay Excel’s tools. 


Is there a quick way to switch views? 
w Yes. You can use the View shortcut buttons 


Working with Views 
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Can I eliminate margins in Page Layout 
view to see more of my worksheet? 





in the lower-right corner of the window. 
Click the Normal button ([@ ) to display 
your worksheet in Normal view. Click the 
Page Layout button ((Gl) to display your 
worksheet in Page Layout view. Click the 
Page Break Preview button (|) to display 
your workbook in Page Break Preview. No 
button exists for Full Screen view, but you 
can press Alt+W-+E to display the worksheet 
in Full Screen view. 


w Yes. Move the mouse pointer to the top or 
left edge of the worksheet page (I$ changes 
to I). Click the edge; Excel hides margins 
on all sides of each page. Repeat the 
process to redisplay the margins. 


Can I display Page Layout view instead of 
Page Break Preview when I switch to Full 
Screen? 


w Yes. The Full Screen button simply 
magnifies the view you are currently using. 
When you click the Full Screen button on 
the View tab, Excel fills the screen with 
whatever view you are using when you click 
the Full Screen button. 
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Zoom In 
and Zoom Out 


Ou can zoom in and out to increase or 
decrease the size of what you see on-screen. 
By default, Excel displays information in your 
worksheet at 100% of its normal size. You can set the 
zoom percentage to as small as 10% or as large as 
400%. You can set an approximate zoom percentage 
by using the zoom slider or you can set the zoom 
percentage precisely by using a dialog box. 





When you zoom out to a small zoom percentage, you 
view more of your overall worksheet and get a better 

perspective on the layout of the worksheet. Although 

you can view more of your worksheet, the print size is 
often too tiny to read. 


Zoom In and Zoom Out °| 


Zoom by Dragging 


15 


iff Accord 


When you zoom in to a large zoom percentage, you 
enlarge your worksheet so you see only a portion of it. 
Zooming in can be very useful if you find it difficult to 
read smaller text. By zooming in, you can reduce eye 
fatigue. It is important to understand that zooming 
only affects the view on-screen. Changing the zoom 
percentage has no effect on the font size in your 
worksheet or on the way your worksheet prints. 
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) Click and drag the zoom 
slider ([&) to the right. 


Excel zooms in, you see 
less of your worksheet, 
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@ Click and drag the 


zoom slider ([Q:) to 
the left. 


Excel zooms out, you 
see more of your 
worksheet, and the 
print in your worksheet 
appears smaller. 


The zoom percentage 
appears here. 


Zoom Precisely 


0 
@ 


@ 


Click the View tab. 
Click Zoom. 


The Zoom dialog box 
opens. 


Click a zoom 
magnification 
percentage radio button 


(© changes to @). 


You can type an exact 
zoom percentage here. 


Click OK. 


Excel zooms to the 
percentage you 
specified. 
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What happens if | click 
Zoom to Selection on the 
View tab? 


‘Ww Excel zooms in to the 


section of your worksheet 


that contains the cell 
pointer. This setting Is 


particularly useful to view a 


range of cells. Select cells 
before you click Zoom to 


Selection; Excel magnifies 


the range you selected. 


You can quickly and easily 
zoom to the default 100% 


by clicking the 100% 
button on the View tab. 


Do the plus and minus 
signs that appear at the 
ends of the zoom slider 
serve any purpose? 


w Yes. Each click of either 
button zooms by 
increments of 10%. Each 
time you click the plus sign 
((), Excel zooms in and 
makes text larger by 10%. 
Each time you click the 
minus sign ([2)), Excel 
zooms out and makes text 
smaller by 10%. 


Do I have to be ina 
particular view to zoom? 


‘w You can change the zoom 
percentage while working 
in Normal view, Page 
Layout view, or even 
Page Break Preview. You 
cannot change the zoom 
percentage while working 
in Full Screen view because 
the Ribbon and the Zoom 
controls are hidden. 
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Create and Use 
a Custom View 


hen you change a variety of settings in a 
worksheet on a regular basis, you can 
create custom views of your worksheet to 
save those settings. Then, you can use those custom 
views to quickly and easily return the worksheet to 
those settings. For example, you might want to create 
separate custom views to help you focus on various 
areas of a worksheet. Separate custom views can also 
be very useful for storing a variety of print settings if 
you print different areas of your worksheet separately. 
For more on creating print settings, see Chapter 8. 


Create and Use a Custom View \** 


Create a Custom View 











Toe beam [rigert Page Layout 












[ly Page Break Previews 
He | a 3 ao: Ruler 


a Set up the worksheet to 
display the information 
you want to store in the 
custom view. 


@ Click the View tab. 
© Click Custom Views. t 


fig) Curton views 
Harmal | Pegs 
ieyoat | La Full Screen 


i 3 
Wikirbhond View Pitms 


AE 


The Custom Views dialog 
box opens. 


@ Click Add. 


The Add View dialog box 
opens. 


O + Cnet im Bink 
Agoounls Bech | 


Merchandise | 


fir om ts so 


Prepaid Expenses 


Furndure and Equipment 


Store Fixtures 
Vohnolon 
Leashold Imprinaments 
AT-Firture 2, Fixtures 
00 AVC Store Fixtures 
AD Wahicles 
Ad DALiaeishold Iniprnannenira 


pu gg “jo 


oO Type a name for the view 
you are creating. 








@ If you do not want to 11 TEAL + Sescurthy Doepiceinbss Pisa 
include print settings and ea HARD. Agcounta Payee 
: || 16 20100 FICA Withheld 
hidden rows, columns, W 20200 - FIT Withheld 


" iF H Sheet] Ta 
Reany | Page: Late | 


and filter settings, click 
these check boxes 
(|| changes to |E]). 


© Click OK and then save 
your workbook. 


Excel saves the view. 
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Peemulas 


if Godlines | Readings 








When you create a custom view, Excel stores the 
worksheet view — Normal, Page Layout, or Page 
Break Preview — and the zoom settings. A custom 
view also stores any cells or ranges that you select, 
along with the active cell. A custom view also captures 
window sizes and positions as well as frozen panes. If 
you want, you can store print settings and any filter 
settings in a custom view. A custom view can also 
store the status of each row or column and whether 
you have hidden or displayed the row or column. 


You cannot create a custom view if your worksheet 
contains a table; see Chapter 21 for more on tables. 
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Using a Custom View 


@ Open the workbook 
containing the view 
you want to use. 





@ Excel displays the 
workbook as you saved yw Ng 
it last, including the 
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If | no longer need a custom Can! modify a custom view? What are the filter settings 


view, what should I do? Ww No. But to work around that Excel ean store ina 

Ww You do not need to do this problem, you can Breathe 
anything because keeping apply an existing custom ‘w You can set up a worksheet 
the custom view in your view and modify your to display only a portion of 
workbook will not affect workbook’s appearance. the information stored in 
anything. However, if you Excel permits only one the worksheet. Similar to 
want to remove the occurrence of any custom hiding rows or columns, 
custom view, you can view name, so you must you can hide information 
delete it. Follow steps 1 to delete the existing custom based on criteria that you 
4 in the subsection “Using view. Then, you can save specify. See Chapter 21 
a Custom View” and then the new appearance of for more on filtering 
click Delete in the Custom your worksheet as a custom information in a worksheet. 
Views dialog box. view by using the name of 


the deleted custom view. 
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Hide or Display 
Gridlines 


ou can hide or display the gridlines of your 
worksheet on-screen. Gridlines delineate the 
boundaries of each cell in a worksheet. 
Displaying gridlines can make the worksheet easier to 
read, but hiding gridlines can enhance the appearance 
of the worksheet. For example, you may want to hide 
gridlines if you are going to project your workbook to 
a screen for a large group to view. It is also sometimes 
easier to see the effect of cell borders when you hide 
gridlines. For more on using cell borders, see Chapter 3. 





Can I control the color of the gridlines 
that Excel displays on-screen? 


w Yes. Click the File tab, and from 
Backstage view, click Excel Options. 
On the left side of the Excel Options 
dialog box, click Advanced and then 
scroll to the Display Options for this 
Worksheet section. You can use the 
Gridline Color button to see a list of 
colors you can use for gridlines. 


It is important to understand that hiding or displaying 
gridlines on-screen has no effect on whether gridlines 
print when you print your worksheet. To control 
whether gridlines print, see Chapter 8. 


Hide or Display Gridlines 





@ Open a workbook. 














Huser Invert Page Layout Fortmulas Date Review View 
° } Ge Ureak Preview 7 é tr Td ew Window 
[7 Formuta Bar : » 
@ By default, Excel displays 5 a nce 
| | Yl Grdiines 5 Zoom 00% Toomer 
gridlines. eon Selection [fl Freese Panes - 
YWrolkbuuk View thow £vom 
. . Al — of fe) & Month Sales Figuees for 2010 
@ Click the View tab. a 
To K | 68 6 5 F r 6 Hi 
. a ane 1 [| 6 Month Sales Figures for 2010 
@ Click the Gridlines check 2 {In Thousands) 
box (|Ml| changes to [L]). 3 . | 
4 January february March April May june total Sales 
& North 
6 Widgets 427 13% 14% 133 1% 182 $ Bie 
7 Gadgets 143 163 179 190 195 19g $ 1,074 
G Sedgets 165 189 203 190 180 183 § 1,110 
9 South 
10 «Widgets 140 148 156 132 159 165 $6 $22 
1) Gadgets 162 176 132 203 208 21114 1,892 
12 Sedgets 178 202 216 203 193 is6 § 61,100 
13 Total Sales $ 921 $ 1,019 $ 1093 $ 1077 $ LOO] $ 1405 $ 3,262 
14 
16 
16 
17 OS 
18 
19 
[20 
Excel hides the lines that R B C 6 E F G H 
d li - d 1 6 Month Soles Figures for 2010 
elineate rows an ; te Theseerads) 
columns in the worksheet. : 
4 January february March April May June Total Sales 
5 North 
6 Widgets 127 135 145 139 1% 182 $ Bie 
7 Gadgets 143 163 179 190 195 198 $1,074 
GB Sedgets 165 189 203 190 180 183 $§ 1,110 
9 South 
10 Widgets 140 148 156 152 159 165 $ $922 
11 Gadgets lé2 176 192 203 200 211 $ 41,152 
12 Sedgets 17e 202 216 203 193 196 «$1,100 
13 Total Sales 6 921 $ 1,013 $ 1,093 $ 1,077 $ 1,001 $ 1105 $ 3,262 
14 
15 
16 
— 17 
112 f 
19 
Ft) 
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Hide or Display Row 
Numbers and Column Letters 


ou can hide or display the row numbers 

that appear on-screen to the left of each row 

and column letters that appear above each 
column of your worksheet. You use the row numbers 
and column letters to identify the address of a cell or 
a range of cells. Displaying column letters and row 
numbers is useful as you work on a worksheet, but 
hiding column letters and row numbers can reduce 
distractions if, for example, you plan to project your 
workbook to a screen for a large group to view. 


To minimize distractions, you can display your 
worksheet in Full Screen view or you can hide row 
numbers, column letters, and the Formula Bar as well 


as minimize the Ribbon. For more on minimizing 
the Ribbon, see Chapter 28. For more on hiding the 
Formula Bar, see the section “Hide or Display 

the Formula Bar.” 


It is important to understand that hiding or displaying 
on-screen row numbers and column letters has no 
effect on whether row numbers and column letters 
print when you print your worksheet. By default, 
Excel does not print row numbers and column letters, 
but you can change this setting. See Chapter 8 

for more. 


Hide or Display Row Numbers and Column Letters 





@ Open a workbook. 


@ By default, Excel 
displays row numbers 
and column letters. 


® Click the View tab. 


@ Click the Headings 
check box ((lv] changes 


to [H). 


Excel hides the column 
letters and row 
numbers in your 
worksheet. 
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Selection Hi] Freeze Panes 
700m 
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Layout Lil Full Screen 


Workbook Views Show 














Al -¢ fe 6 Month Sales Figures tor 2010 
—— B.C B Era ok 6 a 
_ ll 6 Month Sales Figures for 2010 
2 {In Thousands) 
3) 
40 January February March = April May june Total Sales 
& North 
6 Widgets 127 135 145 139 146 15? $ a76 
‘7 Gadgets 149 163 179 190 195 198 $ 1,074 
8  Sedgets 165 189 203 190 180 193 $ 1,110 
9 South 
10 Widgets 140 148 158 152 159 165 $ 922 
11 Gadgets 162 1% 192 203 208 21 $ 1,152 
12 Sedgets 178 202 216 203 193 196 $ 1,188 
13 Total Sales 2 $71 2 L013 6 1,093 $ 1,077 2 1,081 2 1,105 $ 3,26? 


14 


| 6 Month Sales Figures for 2010 


(In Thousands) 
January february March = April May June Total Sales 
North 
Widgets 127 135 145 139 146 152 $ B76 
Gadgets 149 163 179 190 195 198 $ 1,074 
Sedgets 165 109 203 190 160 163 $ 1,110 
South 
Widgets 140 148 158 15? 159 165 $ 92? 
Gadgets 162 176 192 203 208 Zl1l $ 21,152 
Sedgets 178 202 216 203 193 196 $ 1,188 
Total Sales 6 922 $ 1,013 $ 1,093 $ 1,077 $ 1,081 $ 1,105 $ 3,26? 
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Hide or Display 
the Formula Bar 


ou can hide or display the Formula Bar that as minimize the Ribbon. For more on minimizing 
appears on-screen above the column letters of the Ribbon, see Chapter 28. For more on hiding row 
your worksheet. You use the Formula Bar to numbers and column letters, see the section “Hide 
identify the address of a cell or a range of cells as well or Display Row Numbers and Column Letters.” 

as determine the contents of the selected cell. 
Displaying the Formula Bar is very useful when you 
work on a worksheet, but hiding the Formula Bar can 
reduce distractions if, for example, you plan to project 
your workbook on a screen for a large group to view. 





You cannot print the Formula Bar, so hiding or 
displaying it has no effect on printing your worksheet. 
Although you cannot print the Formula Bar, you 

can print the contents of cells as they appear in the 
Formula Bar; see Chapter 17 for more. 

To minimize distractions, you can display your 

worksheet in Full Screen view or you can hide row 

numbers, column letters, and the Formula Bar as well 


Hide or Display the Formula Bar 





@ Open a workbook. 





| Huine Trisert Page Layuul Formulas Dala Reviews ‘Wie 
@ By default, Excel displays as Ba 7: 104 ARM ccrwutwear | lt fa Ci New Winder 
the Formula Bar. Pa : TS] Custom Wiews ; | : \ ae s Arrange All 
ee avait SI Full sureen i] oridines [¥] Headings oom 1 eoon El rreeze Pane 
@ Click the View tab. es Workbook Wiews Show Zoom 
@ Click the Formula Bar (RR 
- SS SSS ESS SS SS a SS ESS SSeS eee 
check box (|M] changes 1 6 Month Sales Figures for 2010 
to (ql). 2 (In Thousands) 
a January February Mianch April lviay June Total sales 
4 |Widgets 127 135 145 134 146 15? [s saa] 
5 Gadgets 143 1b3 1f3 130 155 198 65 1, 074 
6 Sedgets 165 105 203 190 100 1034 4,110 
‘7 \TotalSales $ 441 $ 48975 #4527 $ #519 $ 521 S 539 $ 3,029 
0 











Excel hides the Formula 
Bar in your worksheet. 
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‘Layout [2g Full Screen EA] Griclines G8] Headings Selection foi Freeze Pane: 


Workbook Wiewss 
D C D Ec F G 





Show Loom 






6 Month Sales Figures for 2010 
(ini Thousarics ) 

+ January February = fvlarch April hviay lune = Total sales 
Widgets li? 135 145 129 146 152 | 5 a4 | 
Gadgets 143 lbs 1 13 193 148 65) ] 

- Sedgets 165 189 203 150 180 16304 «(1,110 


 Totalsales ¢ a1 $ 487 $ 527 $ 519 § 521 ¢ 533 $ 3,028 
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Open 
a New Window 


ou can use the New Window feature to view 

and compare information placed far apart 

on a worksheet or even stored on different 
worksheets in the same workbook. When you open 
a new window for a workbook, the windows scroll 
independently of each other, so you can place the 
cell pointer in one location in one window and in 
an entirely different location in the other window. 
However, because you are simply looking at two 
different views of the same workbook, Excel records 
any changes you make in both views, regardless of 
the view you use to make the change. 


J yet a New Window 


@ Open a workbook. 


@ If you display Windows 
taskbar buttons, 
either individually or 
combined, a Windows 
taskbar button appears 
for each open 
workbook. 


® Click the View tab. 
@ Click New Window. 


Excel creates a second 
version of the worksheet 
you are viewing. 


@ Acolon (:) followed by 
a 2 appears at the end 
of the workbook name 
in the title bar. 


If you display Windows 
taskbar buttons for 
each workbook, a 
Windows taskbar 
button appears for : 
each window. " 


You can click here (| ) 
to close a window and 
redisplay the workbook 
in only one window. 
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When you open a new window for a workbook, 
Excel annotates the title of the workbook in the title 
bar so you can identify the window in which you 
are working by adding a colon (:) and a sequential 
number starting with 1. In addition, if you display 
each workbook as a button in the Windows taskbar, 
Excel displays two buttons, one for each window, in 
the Windows taskbar. 


When you finish working in multiple windows, you 
can use the workbook Close button in the upper-right 
corner to close one window; Excel redisplays the 
workbook in a single window. 








a4 ae) eri ee ee ey 
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Freeze Column 
and Row Titles 





hen you work with a worksheet that 
contains more information than will fit on it can be helpful to be able to see the heading for 
one screen, you can freeze one or more 


rows or columns to keep information in those rows 


and columns on-screen, regardless of where you place 


the cell pointer. 


made the sale. As you add new sales to the worksheet, 


each row. 


Freezing the leftmost column of your worksheet is very 
useful when titles for each row of data appear in the 
left column and your worksheet contains 12 or 13 


Freezing the top row of your worksheet is very useful columns. For example, the worksheet that you use to 
when it contains headings for columns of information track your monthly income and expenses may show 
stored on the rows below. For example, your worksheet your income and expense categories in the leftmost 
may contain five or six columns of information that 
you track about sales that you made to customers, 
including information such as the date and amount 


of the sale, the type of product purchased, and who 


Freeze Column and Row Titles = 


Freeze the Top Row 


@) Click the View tab. 
@ Click Freeze Panes. 


A drop-down list of 
options appears. 


@ Click Freeze Top Row. 


Excel freezes row 1. 


@ A light-gray line indicates 
that the row is frozen. 


@® Press the Page Down key. 


@ Row 1 remains in view, 
even though row 2 is not 
in view. 
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Are there any conditions under which Excel 
automatically freezes rows or columns? 


w Yes. When you define a range as a table, 
Excel may automatically freeze the top row 
of the table so that as you press the Page 
Down key to move through the table, the 
column headings remain in view. However, 
the appearance of this form of freezing is 
different than what you see when you 
freeze the top row. When you define a table 
and press the Page Down key, Excel does 
not display a light-gray line. Instead, Excel 
replaces the column letters above the 
column headings with the actual headings. 
For more on creating and working with 
tables, see Chapter 21. 


What happens when I try to freeze the 
first row and then try to freeze the first 
column? 


w If you use the steps in the subsection 
“Freeze the Top Row” followed by “Freeze 
the First Column,” Excel unfreezes the first 
row and freezes the first column. The steps 
in these two subsections are mutually 
exclusive; they will not work together to let 
you freeze both the top row and the first 
column. However, you can follow the steps 
in the subsection “Freeze Rows and 
Columns” to freeze both the first row and 
the first column as well as freeze more than 
one row or column. 





Freeze Column 
and Row Titles 


n many cases, you need to freeze only row 1 or 

column A to work effectively. However, in some 

cases, you need to freeze more rows than row 1 
or more columns than column A. You may also need 
to freeze both rows and columns. For example, in your 
monthly income statement, you may want to view the 
row titles in the left column that contain your income 
and expense categories along with the column titles 
that contain the month designation. 


When you want to freeze both rows and columns or 
more than one row or column, you need to place the 
cell pointer properly. To freeze multiple rows, you 





(continued) 


place the cell pointer below the row you want to 
freeze. To freeze multiple columns, you place the cell 
pointer to the right of the columns you want to freeze. 
To freeze both rows and columns, you place the cell 
pointer below the rows and to the right of the columns 
you want to freeze. The subsection “Freeze Rows and 
Columns” assumes you have not yet frozen any rows 
or columns. 


Freezing rows and columns does not affect the way 
your worksheet prints. To repeat rows and columns 
when you print, see Chapter 8. 


Freeze Column and Row Titles (continued) ¥§ 


Excel displays the next 
screen of columns. 
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How do I unfreeze panes? Can I freeze more than What happens if | freeze 
W Click the View tab and row 1 and column A rows and columns and then 
fearclacinelecee: simultaneously? zoom in on a selection? 

Panes button. From the w Yes. You can freeze any Ww The magnification setting 
drop-down list that number of rows and that you choose has no 
appears, click Unfreeze columns. The rows and effect on the rows and 
Panes. Excel unfreezes all columns that Excel freezes columns that you choose 
panes that are frozen. This depend on where you to freeze. Excel zooms in to 
technique works whether place the cell pointer in view the selection and, at 
you have frozen only row step 1 of the subsection the same time, displays the 
1, only column A, or a “Freeze Rows and frozen rows and columns, 
combination of rows and Columns.” For example, if magnifying both the 
columns. you place the cell pointer selection and the frozen 

in cell C4, Excel freezes rows and columns. 


columns A and B and rows 
1 to 3 at all times. 
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Split 
a Window 


o help you work in different parts of a large 

worksheet simultaneously, you can split the 

worksheet window into two horizontal panes, 
two vertical panes, or even four panes — two horizontal 
and two vertical. 


Each pane has scroll bars so you can bring different 
portions of the window into view in different panes. 
However, the number of scroll bars that you see 
depends on the number of panes that you create 
when you split the window. 





bottom of the window. When you create two vertical 
panes, two scroll bars appear along the bottom of the 
window, but only one scroll bar appears at the right 
side of the window. When you create four panes, two 
scroll bars appear on the right side and two scroll bars 
appear at the bottom of the window. 


Excel synchronizes scrolling when you split the 
window into panes. For example, when you create 
two horizontal panes, all horizontal scrolling is 
synchronized, and you can independently scroll each 


pane vertically. 


When you create two horizontal panes, one on top of 
the other, Excel places a scroll bar at the right edge 
of each pane, but only one scroll bar appears at the 
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Create a Four-Pane 
Split 


@ Click the cell that 
should become the 
upper-left corner of 
the lower-right pane. 


Q Click the View tab. 
© Click Split. 


Excel splits the window 
into four panes. 


@ This scroll bar controls 
horizontal scrolling 
for the two panes on 
the left. 


@ This scroll bar controls 
vertical scrolling for the 
top two panes. 


You can click in any 
pane to scroll or edit. 


You can resize any 
pane by clicking and 
dragging its border. 
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| How do | split the window 
into two side-by-side panes? 
wv Follow the steps in the 
subsection “Create Two 


Is there a quick way to 
create two panes where split-pane effect? 
one is on top of the other? 


How do I remove the 


‘w You can drag the pane 


wv Yes. You can place the cell border all the way to the 





Horizontal Panes,” but in 
step 1, move the mouse 
pointer over the split 

bar that appears in the 
lower-right corner of the 
screen at the right edge 

of the horizontal split bar. 
Then, click and drag left to 
the left edge of the column 
that you want to appear 
as the first column in the 
right pane. 


pointer anywhere in 
column A. Then, follow the 
steps in the subsection 
“Create a Four-Pane Split.” 
When you split the screen 
while the cell pointer is in 
column A, Excel creates 
only a two-pane split with 
the windows placed one 
on top of the other. 


right or up or you can click 
the View tab and then 
click Split again. Excel 
removes any split that 
exists, whether you split 
the screen into two 
side-by-side panes, two 
panes with one on top of 
the other, or four panes. 
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Set 
Margins 


ou can control the amount of unprinted area 

that Excel allots as white space on each side 

of each printed page by changing the margin 
settings. By default, Excel sets the top and bottom 
margins to allow for .75 inches of white space and the 
left and right margins to allow for .7 inches of white 
space. Excel also allows .3-inch margins for the header 
and footer area. 





The margins for the header and footer areas control 
the distance of the header from the top of the page 
and the footer from the bottom of the page. The 


Set Wide Margins 


@ Click the Page Layout 
button (|G). 


Excel displays the 
worksheet in Page 
Layout view. 


@ Click the Page Layout tab. 
@ Click Margins. 
® Click Wide. 


@ Excel applies 1-inch 
margins to all edges of 
the worksheet. 


Set Narrow Margins 


@ Click Margins. 
@) Click Narrow. 
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margins for the header and footer areas should be 
smaller than the margins for the top and bottom of 
the page. If the header and footer margins are the 
same as or bigger than the margins that you set for 
the top and the bottom of the page, the information 
in the header or footer area may overlap information in 
your worksheet on the printed page. 


Because Page Layout view displays your worksheet as 
you can expect it to print, you should work in Page 
Layout view when you adjust margins so you can see 
how they affect the worksheet. 
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@ Excel applies a .75-inch 
margin to the top and 
bottom of the page and 
a .25-inch margin to 
the left and right sides 
of the page. 


Set Custom Margins 


a Click the Page 
Layout tab. 


@ In the Page Setup 
group, click the 
Dialog Box Launcher 
button ([]). 


The Page Setup dialog 
box opens. 


@ Click the Margins tab. 


@ Use these fields to set 
left, right, top, and 
bottom margins. 


@ Use these fields to set 
margins for the header 
and footer area. 


@ Click OK. 


Excel saves your settings. 
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Can I set different margins 
for different pages that | 
print? 


w Not directly. Excel assigns 
the same margins to all 
pages of a worksheet. If 
you need different margins 
for different sections that 
you plan to print, place 
each section for which you 
need different margins on 
separate worksheets. You 
can then set the margins 
for each worksheet to 
accommodate the 
information on each 
worksheet. 


Is there a quick way to set 
margins? 


w Yes. You can use the Ruler 


in Page Layout view and 
drag to set a margin. 
Move | into the ruler 
area and then position it 
at either end of the ruler 
(Is changes to + ). Click 
and drag to the left or 
right. Dragging the left 
margin to the left makes 
the margin narrower. 
Dragging the right margin 
to the left makes the 
margin wider. 


Can I control the way Excel 
positions the information 
on the page? 

w Yes. Follow steps 1 to 3 in 
the subsection “Set 
Custom Margins.” In the 
Center on Page section, 
click the Horizontally check 
box (L]| changes to |v’ 
center information between 
the left and right margins, 

and click the Vertically 

check box (|| changes 









meen between the 
top and bottom margins. 
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Add Headers and Footers 
to a Worksheet 





ou can add headers and footers to a 


When you view the header or footer area, it is not 


worksheet to display information at the top readily apparent that Excel divides each area into three 
and bottom of every printed page. By default, sections represented by boxes. You can use these boxes 
Excel does not include headers or footers in new to print information such as the date, your company 
workbooks. name, and the page number. 
When you add a header or footer, you should work in The left box stores information that Excel automatically 
Page Layout view, where you can add the header or aligns with the left margin. The center box stores 
footer directly on-screen and see the way it will look information that Excel automatically centers between 
when it prints. As you add headers and footers, you the left and right margins. The right box stores 
can type text directly or you can add predefined information that Excel automatically aligns with the 
headers and footers. You can use multiple lines and right margin. 


apply formatting to any header or footer. 


Add Headers and Footers to a Worksheet 





Add a Header 


@ Click the Page Layout 
button (|G). 


Excel displays the 
worksheet in Page Layout 
view. 


@ Click here. 


@ Excel displays an insertion 
point in the header. 


@ Type a header. 


To include two lines, you 
can press Enter to start a 
new line. 


4) Click anywhere outside 
the header to store the 
header and continue 


working on the worksheet. 
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Add a Footer 


Soe st 


@ Click the Page Layout 
button (|G). 


Excel displays the 
worksheet in Page 
Layout view. 


@ Scroll down to view the 
footer area. 


— SSS = 
S6 Shith 


- 
= 


ie) fe | Be 
Be kai | ad oe 


Note: If your worksheet is 
short, you may need to press 
Page Down and then scroll up 
slightly to see the footer area. 
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Click to add data 









; Dane an sats 

@ Click here. 
@ Excel displays an | Bs 
: . . . Flat 
insertion point in the t= 
footer area. Ee 
La 
Pras 
® Type a footer. f iat 
HE; 
To include two lines, | 


you can press Enter to 
start a new line. 


© Click anywhere outside 
the footer to store the 
footer and continue 
working on the z 
worksheet. a 
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Must I click in the center 


How do I add boldface and 


What kinds of predefined 
headers and footers can I use? 


w Excel supplies 17 predefined 


italics to the header or 
footer? 


box and create a center 
header before I create 
a left or right header? 


w No. Excel displays the 
prompt “Click to add 
header” only to alert you 
to the location where you 
can create a header. As 
you move [3 into the 
header area, Excel displays 
a light-blue highlighted 
background to let you 
know where each of the 
three header boxes appear. 
Click in any box to add a 
header. 


Vv 


Click the header or footer 
box that contains the text. 
Then, select the text, click 
the Home tab, and click 
the appropriate button in 
the Font group. You can 
apply boldface, italics, and 
underlining to header or 
footer text. You can also 
use a different font, select 
a different font size, and 
apply color to the text. You 
cannot add a border or a 
fill color. 


sets of information that 
you can use in the center 
box of headers and footers. 
Note that Excel overwrites 
any information that you 
type in the center box with 
any predefined header or 
footer you select. View the 
available choices by clicking 
in the header or footer area, 
clicking the Header & Footer 
Tools Design tab, and then 
clicking the Header button 
or the Footer button. 


continued ~ 
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Add Headers and Footers 
to a Worksheet (continued) 


ou can set up your own customized headers For example, suppose you want your company name 
and footers. You may want to include to appear in the center header box and then you 
information that Excel provides in the want page number information to appear in the 
predefined headers and footers, but you may want right header box. Although you can include page 

to lay out the information in the header and footer number information by using one of Excel’s predefined 
area differently than the way it is supplied. headers, you cannot place it in the right header box. 
However, you can place it wherever you want by 
creating a custom header. 





Add Headers and Footers to a Worksheet (continued) 





Customize a Header or Footer 


@ Click the Page Layout button (Gi). 


Excel displays the worksheet in Page 
Layout view. 


@ Click in the header or footer area. 








This example customizes a header. 


@ You can click here to add header text 
aligned with the left margin. 


@ You can click here to add header text 
aligned with the right margin. 


Excel displays an insertion point in the 
header. 


@ Click the Header & Footer Tools 
Design tab. 


Note: This tab becomes available only 





AO iE) Sheps Puta: 


BD ES ace 


POR) AU peel Pprerri b 


PINE Denuty (epee dana 
2 coocurtr Mee 
2 Ps ae 

Sn Fe) ee 

SS AL poco Tee Pare 
2) hooress) epee Teves 
2) Aotreet baie Pee 


yey Bee tty 


m4 6) QuesBooks Export Tr) Ghost EF 
Rasa | Pepi Lat) 





Deeebey Mats of Seettaclale 
Adinunt Living 


























when you Click in a header or footer area. cet vets taste 
i Vino aLnaeryre 
® Click Current Date. : te 
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spacebar. 
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@O Click Page Number. 


@ Excel inserts a code to 
represent the current 
page number. 


© Press the spacebar, 
type of, and then press 
the spacebar again. 


© Click Number of Pages. 


@ Excel inserts a code to 
represent the number 
of pages that will print. 


@ Click outside the 
header or footer area. 


Excel displays the date, 
current page number, 
and the number of 
pages that will print. 


The Header & Footer 
Tools Design tab 
disappears. 
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‘What do the Different First Page and 
Different Odd & Even Pages check boxes do? 


w When you click the Different First Page 
check box (|L]] changes to |lv]), Excel 
enables you to define one header and footer 
for Page 1 of your worksheet and then 
another header and footer for all subsequent 
pages. When you click the Different Odd & 


Even Pages check box ((_|| changes to |), 


Excel enables you to define one header 
and footer for odd-numbered pages and a 


different header and footer for even-numbered 


pages. After selecting either check box, 
follow the steps in this section to create the 
appropriate headers and footers on Page 1 
and then on Page 2. 


What does the Scale with Document check 
box do? 


w By default, Excel selects this check box so 
the size of headers and footers will shrink or 
enlarge if you scale the size of your worksheet 
for printing. For more on scaling the size of 
your worksheet, see the section “Control 
the Width and Height of Printed Output.” 


What does the Align with Page Margins 
check box do? 


w By default, Excel selects this check box so text 
in left headers and footers aligns with the left 
margin and right headers and footers align 
with the right margin. For more on adjusting 


margins, see the section “Set Margins.” 
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Select an Area 
to Print 





y default, Excel prints all the area of a Once you set a print area, Excel remembers that print 
worksheet that you use, but you can print area. Whenever you print the worksheet, Excel prints 
only part of the worksheet if you specify the that print area and only that area. To print your 

print area. For example, suppose you have stored entire worksheet or to print a different portion of 

the chart of accounts for your company in an Excel the worksheet, you can clear the print area and then 

worksheet and you want to print just that portion establish a new print area. 


of the worksheet related to fixed assets. You can You can set the print area from the Ribbon or from the 
identify the accounts that make up your fixed assets Page Setup dialog box. The example in this section 


as the print area. cee dhe RiIDbOn, 
To identify the print area, you select it; the area that 

you choose to print does not need to be contiguous. 

You can add to the print area after you set it if you 

need to print additional cells. 


~ Select an Area to Print. \ 


Set the Print Area 
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@ Click Print Area. 
® Click Set Print Area. 
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Add to the Print Area 


@ Select a range that you 
did not include in the 
original print area. 


@ Click the Page 
Layout tab. 


3) Click Print Area. 
@} Click Add to Print Area. 


@ Excel expands the 
existing print area to 
include the new cells 
that you selected in 


step 1. 
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How do I reset the print 
area? 


Ww Click the Page Layout 
tab, click Print Area, and 
then click Clear Print Area. 
Excel removes the print 
area that you set, even 
when the print area 
includes noncontiguous 
cells. You can move the 
print area to a different set 
of cells without clearing it; 
just follow the steps in the 
subsection “Set the Print 
Area,” and Excel will 
automatically clear any 
previously set print area to 
replace it with the new 
print area. 


When should I use the Page 
Setup dialog box to set the 
print area? 


w The Page Setup dialog box 
enables you to set a wide 
variety of options from one 
location, including margins, 
headers and footers, and 
sheet-specific settings. If 
you have many changes to 
make to print what you 
want, then working in the 
Page Setup dialog box 
might help you remember 
to make all these changes. 
Click the Page Layout tab 
and then click the Page 
Setup Dialog Box Launcher 
([=]) to open this dialog box. 


Does the print area appear 
with a dashed outline in 
other views besides the 
Normal view? 


wv In Page Layout view, you 
can identify the print area 
by the dashed outline. In 
Page Break Preview, you 
do not see a dashed 
outline, but cells in the 
print area appear in white 
and are outlined by a 
heavy blue line. Cells not 
included in the print area 


appear gray. 
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Insert, Adjust, or 
Remove Page Breaks 





y default, Excel fits as much information on accounts, equity accounts should start printing on a 

a printed page as will fit between the top, new page. Similarly, Excel should start new pages 

bottom, left, and right margins, but you when printing income accounts, cost of sales accounts, 
can insert page breaks to force Excel to paginate in and expense accounts. You can insert page breaks to 
different places than the default places. paginate the way you want. 
For example, suppose you want to print the worksheet You can insert page breaks from Normal view and 
that contains your chart of accounts, but you want to Page Layout view. However, you will find it easiest to 
start new pages as you change major account types. see the effects of the page breaks that you insert if 
That is, when Excel finishes printing asset accounts, you work in Page Break Preview to insert, adjust, or 
you want liability accounts to start printing on a new remove a horizontal page break, a vertical page break, 
page. Also, when Excel finishes printing liability or both. 


Insert, Adjust, or Remove Page Breaks 


Insert a Page Break 


a) Click the Page Break 2 aE 
Preview button ((@) to See — ie ccetemtneebasenenrenges 
display the worksheet in | | 
Page Break Preview. 


& Click OK to close the 
Welcome to Page Break 
Preview dialog box. 


@ Dashed blue lines 
represent the page breaks 
Excel inserts. 


© Click in the cell at the 
intersection of the row 
and column that you want 
to appear on a new page. 


@® Click the Page Layout tab. 
@ Click Breaks. 
© Click Insert Page Break. 
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@ Excel inserts page breaks 
above and to the left of 
the cell you selected in 
step 3. Inserted page 
breaks appear as solid 
blue lines. 


Adjust a Page Break 


@ In Page Break Preview, 
move the mouse pointer 
over the page break 
that you want to move 
(<2 changes to + 
or f). 


Q Click and drag the mouse. 





eS tea yee ee eg ne nea tao det ae el ile iy 


bet ne a8 





You can drag to the left 
and up to reduce the 
number of columns and 
rows on the page. 


: 
3 
a 
i 
; 
0 
z 
@ A line marks the ae 
. iol 
proposed location ae 
of the page break. Here, a : ! 
the page break was nee = — 
= . 
= 
oa 
= 
am 
Rel 
a 
s 
% 


moved from row 14 to 
row 23. 


Lilie bee by. ; i. .- | a Wine ee a et 
Dae” mab em 


@ Release the mouse 
button to place the ; 
page break. =e 


wa) Sheet oR! 











How can I insert only a horizontal page How can I find the location in Page Break 
break or only a vertical page break? Preview to insert the page break when the 
W Place the cell pointer in column A of the last Print is so small? 
row that you want to appear on the page Ww Zoom in to enlarge the print enough so you 
and then follow the steps in the subsection can find the location for the page break. 
“Insert a Page Break.” Excel inserts only a You can use the zoom slider ({G) or the 
horizontal page break. To insert only a Zoom dialog box. 


vertical page break, place the cell pointer in 
row 1 of the last column that you want to 


appear on the page and then follow the et 
steps in the subsection “Insert a Page ‘wv You can remove all page breaks that you 


Break.” Excel inserts only a vertical break. have inserted, but you cannot remove page 
breaks that Excel inserts. Click Page Layout 


and then click Breaks. From the Breaks 
drop-down list, click Reset All Page Breaks. 


Is there a way to eliminate all page breaks? 
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Insert, Adjust, or Remove 
Page Breaks (continued) 


n Normal view, Excel represents page breaks 

with a dashed line. In Page Layout view, page 

breaks do not appear, but you can identify where 
they are by looking at where new pages begin. In 
Page Break Preview, where page breaks are easiest to 
identify, a page break that you insert appears as a 
heavy blue line. Page breaks that Excel inserts, based 
on how much information will fit between the 
margins, appear as dashed blue lines. 


The location where you place the cell pointer when you 
insert a page break determines whether Excel inserts 
only a horizontal page break, only a vertical page 


break, or both. When you insert a horizontal page break, 
Excel prints the rows below the page break on a new 
page. When you insert a vertical page break, Excel 
prints columns to the right of the page break on a 
new page. 


If you are not happy with the location of a page break 
that you insert, you can move the page break or you 
can remove the page break altogether. You cannot 
make any adjustments to page breaks that Excel 
inserts, but Excel moves or removes these page breaks 
to accommodate the ones that you insert. 


Insert, Adjust, or Remove Page Breaks (continued) 





Remove a Page Break 


@) In Page Break Preview, 
click in the row below or 
the column to the right 
of the page break that 
you want to remove. 


To remove both a 
horizontal and vertical 
page break, click the cell 
in the row below and in 
the column to the right 
of the page break. 


Click the Page Layout tab. 
Click Breaks. 


Click Remove Page Break. 


O09 


Excel removes the page 
break. 


@ If necessary, Excel inserts 
its own page break. 
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Printing Worksheet Information 


Set Page 
Orientation 


hen you change the page orientation, can switch to landscape orientation to try to fit all 

you change the way information will the columns on the page when you print. 

print on the page. By default, Excel sets 
up each worksheet to print in portrait orientation, 
which prints information on a letter-sized page of 
84 inches by 11 inches, oriented vertically. You 


When you change the orientation, Excel changes it 
only for the current worksheet. No other worksheets 
in the workbook are affected. 





can switch to landscape orientation to print the To help you remember the difference between 
information on a letter-sized page that is oriented the orientations, think of paintings, where these 
horizontally, effectively rotating 90° to print orientations got their names. Leonardo da Vinci 
information at 11 inches by 8% inches. painted the Mona Lisa portrait with the canvas 


oriented vertically. Georges-Pierre Seurat painted 
his landscape Sunday Afternoon on the Island of 
La Grande Jatte with the canvas oriented horizontally. 


Portrait orientation works well when your worksheet 
does not use many columns. When the columns in 
your worksheet do not fit a portrait orientation, you 


Wy: Page Orientation sss 


@ Click the Page Break 
Preview button (|). 


Note: You can change 
orientation from any view, 
but working in Page Break 
Preview or Page Layout view 
best demonstrates the effect 
of switching orientation. 


@ Click the Page 
Layout tab. 


@ Click Orientation. 
& Click Landscape. 
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HT 


@ Excel changes the 
orientation of the 
printed page and 
adjusts vertical page 
breaks. 
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@ Excel adjusts the 
horizontal page breaks. 


In this example, you 
could barely see Page 2 
in portrait orientation, 
but in landscape 
orientation, you can 
see all of Page 1 and 
much of Page 2. 
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Print Row and Column 
Titles on Each Page 





hen your printed worksheet is too large side, your worksheet displays income and expense 

to fit on one page, you can use the Print categories for your business. Even when you change 
Titles feature to have Excel repeat row and the orientation of the worksheet, you cannot fit all the 
column heading labels on each printed page. This 


rows and columns on one page. You may not even be 


feature makes your worksheet easy to read; if you do able to fit all the rows and columns on two pages. 


not print row and column labels on each page, you 
might have trouble matching data to its appropriate 


heading labels. 


For example, suppose your worksheet contains six 


To make reading your worksheet easier, you can have 
Excel repeat the row containing the month labels 

and the column containing the income and expense 
category labels on each printed page. This enables you 


months of information about the income and expenses to easily match up data with its heading labels without 


for your company. Across the top, your worksheet 


having to read with a ruler or cut and paste printed 


displays each month’s heading, and down the left pages together. 


Print Row and Column Titles on Each Page 





@ Click the Page Layout 
button (|G). 


Note: You can set titles from 
any view, but working in Page 
Layout view best demonstrates 
the effect of printing titles. 


® Click the Page Layout tab. 
© Click Print Titles. 


The Page Setup dialog 
box opens, with the Sheet 
tab selected. 


@ click HH. 
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@ Excel collapses the 
Page Setup dialog 
box so you can select 
a row. 


Qo Click a cell in a row 
you want to repeat. 


@ Excel displays an 
animated dashed 
line around the 
selected row. 


© click HH. 


Excel redisplays the 


Page Setup dialog box. 


The row you selected 
appears here. 


You can repeat steps 
3 to 5 to establish 
columns to repeat; in 
step 3, click [Fs] beside 
the Columns to repeat 
at left text box. 


@ Click Print Preview. 
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If | specify a print area, 
should | include the 
repeating row and column 
in the print area? 


Can I repeat more than one 


row or column? 


Vv 


w \It does not matter. Excel is 
smart enough to know that 


it should print the 


repeating row or column 
only once on the page, 
even if you include the row 
or column in both the 
print range and as a 
repeating row or column. 


Yes. You can repeat as 
many rows and columns as 
you need. When you 
perform step 5, click and 
drag to select cells in more 
than one row or more than 
one column; Excel displays 
an animated border around 
all the rows or columns you 
select. When you print, 
Excel displays all the rows 
and columns you selected 
on each printed page. 


Can I choose to repeat rows 
or columns that do not 
contain labels? 


== 


Vv 


Yes. Exce 
rows and 


| simply views the 
columns you 


select as the rows and 
columns you want to repeat 
on each printed page. 


However, 


printing | 
than row 


be aware that 
nformation other 
and column labels 


might result in a printed 
worksheet that is difficult 
to understand because this 


feature is 
you supp 


intended to help 
ly titles for data on 


every page. 


Se 
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Print Row and Column Titles 
on Each Page (continued) 


epeating a row, a column, or both can help 
you identify data on printed pages when the 
riginal heading labels do not appear on the 
pages. When you assign row and column titles and 
preview or print your worksheet, the titles will appear 
on all pages. Printing row and column heading labels 
as titles on each printed page serves much the same 
purpose as freezing panes on-screen. In each case, you 
keep the heading labels in sight at all times. However, 
be aware that the two features are not related and top margin area and is not related to 
have no effect on each other. Freezing panes does specific lines of information in the 
not make Excel print titles, and printing titles does not onccheen 

make Excel freeze panes. 






‘What is the difference between using 
the Print Titles feature to repeat a 
row and printing a header? 


w A row title prints above your 


information and within the margins 
set for the page. A header prints in the 


Print Row and Column Titles on Each Page (continued) 





@ In Backstage view, | Pinta 
Excel previews how the aa 
worksheet will print and tentn fe 
displays the first page. 


© Click the Next Page 
button (|* ). 


fie. 
at 
sui bd rt 


5 
ferret 8 
feaae @ 
asia olapl cat 


@ Excel displays the second = 
pag e. ae hic -arw 
Rows that you chose to Settings 
repeat appear on the Tet Ss 


second page as well as | Page 


| 


the first page. oe aia tTT EE 


© Click the File tab or press 
Esc to return to work on 
your worksheet. 
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Set Paper 
Size 


y default, the U.S. version of Excel assumes fit all the rows and columns on one page. You may 

that you will print your worksheet on 8% by not even be able to fit all the rows and columns on 

11 letter-size paper, but you can change the two pages. However, it is possible that you can fit all 
size of paper to any of a variety of paper sizes. columns of information on one page if you set the 


orientation of your worksheet to landscape and print 


For example, suppose your worksheet contains six ' 
P Mae, your worksheet on 8% by 14 legal-size paper. 


months of information about the income and 





expenses for your company. Across the top, your Although Excel can print to a variety of paper sizes, 
worksheet displays each month’s heading, and down keep in mind that your printer may not support all 
the left side, your worksheet displays income and those paper sizes. Check your printer manual to 
expense categories for your business. Even when you determine the paper sizes your printer can use and 
change the orientation of the worksheet, you cannot how to set your printer to use them. 





Set Paper Size | 


@ Click the Page Layout 
button (|). 


Note: You can change 
paper sizes from any view, 
but Page Layout view best 
demonstrates the effect of 
changing paper sizes. 


® Click the Page 
Layout tab. 


© Click Size. 


@ A drop-down list of 
paper sizes appears. 


aS , 
ine @ fees eeere = 


Lite 


Pane SEGRSESIIESEe 


@ The current size is con 
h ig h | ig hted - eee canes ee bo peel 


@ Select a size. 





Excel displays the way 
your worksheet will 
print on the new paper 
size. 


re be? foe 
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Control the Width 
and Height of Printed Output 


hen changing margins, page orientation, 
and paper size fail to help you fit your 
worksheet on a specific number of printed 
pages, you can try shrinking the size of the worksheet 
for printing purposes. This technique works very well 
when you have only a small amount of information 
that flows onto extra pages. 





For example, suppose your worksheet contains 
13 columns of address book information for each 
addressee and your address book contains entries 
for 100 people. When you print the worksheet on 
letter-sized paper in landscape orientation, using 


narrow margins, the worksheet prints on six pages. 
Nine columns of information for each person fit on 
three pages, but the last four narrow columns for each 
addressee print on three extra pages. In this case, you 
can try scaling the printed worksheet to fit all columns 
for each addressee on a single page, reducing the 
printed pages to three. 


When you set scale options in Excel, you can specify 
the height and width of the printed product by using 
the number of pages you want in each direction. You 
can also set a scale percentage of less than 100%. 


Control the Width and Height of Printed Output 





@ Click the Page Layout 
button (|). 


Note: You can set scale options 
from any view, but Page Layout 
view best demonstrates the 
effect of setting scale options. 


Excel displays your 
worksheet as it will print 
before scaling. 


& Click the Page Layout tab. 


@ You can set the Scale 
percentage to less than 
100% to reduce printed 
output. 


You can use these options 
to specify the number of 
printed pages you want. 


This example sets the 
width of printed output 
to fit all columns on the 
same page. 
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® Click here ([)) to open 
the Width menu. 


® Choose the number of 
pages across for the 
printed worksheet. 
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Excel shrinks the 
worksheet to fit within 
the scale you set. 


Excel automatically sets 
the Scale percentage 
when you change 
the Width or Height 
option. 
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When I use the steps in this section, am I 
changing the font size? 


Ww Ina way, you are changing the font size — 
but only on the printed page. On-screen, 
Excel retains the font size settings that you 
establish for your worksheet, and scaling 
your worksheet has no effect on these 
settings. If you print your worksheet scaled 
to less than 100%, scaled to 100%, and 
scaled to larger than 100%, the font size on 
all three printed worksheets will look 
different. The worksheet scaled to 100% 
displays the actual font size. The font on the 
other two worksheets will look smaller and 
larger than the actual font size. 


Why did you set only the width for one 
page and not the height? 


w Setting the Width option controls the 


number of columns that print, and setting 
the Height option controls the number of 
rows that print on the number of pages you 
select. When you set only one of the two 
options, you tell Excel to use however many 
pages it needs in the direction you left set 
to Automatic. When you have 100 rows in 
a worksheet and you set the height to one 
page, the printed worksheet will be too 
small to read. If you set the height to seven 
pages and Excel needs only three pages, 
then Excel prints the worksheet on three 


pages. 
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Print 


Gridlines 


n some cases, printing gridlines makes the 

printed worksheet easier to read. Gridlines can 

be particularly effective when your worksheet 
contains many rows and columns of data because 


gridlines can act like a straightedge and help your eye 
follow across each printed line on the worksheet. By 

default, Excel does not print gridlines to delineate cells 
when you print your worksheet, but you can tell Excel 


to print gridlines when you print your worksheet. 


Printing gridlines and displaying gridlines on-screen are 
independent activities. You can hide gridlines on-screen 
and still print them when you print the worksheet. You 
can also display gridlines on-screen without printing 


them when you print the worksheet. 





@ Click the Page Layout tab. 


Note: The worksheet shown in 
this example does not display 
gridlines on-screen. 


@® If necessary, click the Print 
check box ((L]] changes 
to |lvJ|). 


Performing step 2 has no 
effect on the on-screen 
appearance of your 
worksheet. 


@ Press Ctrl+F2. 


Excel displays the worksheet 
in Backstage view. 


@ Gridlines appear. 


Note: The preview in Backstage 
view shows exactly what your 
worksheet will look like when it 
prints. 


@® Click the File tab or press 
Esc to redisplay the 
worksheet and continue 
working on it. 
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Can I just select the cells and add 








borders to them to create a gridline 
effect? 


w Yes. But that process is actually more 
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difficult than the one shown in this 
section. In addition, when you use 
borders to act as gridlines, you see 
them both on-screen and when you 
print. Using the technique in this 
section keeps on-screen gridlines 
separate from printed gridlines. 
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Print Row Numbers 
and Column Letters 


ou can print row numbers and column 

letters when you print your worksheet. 

Printing row numbers and column letters 
helps when you are looking at a printed copy of your 
worksheet and want to identify the cells containing 
particular pieces of information. In a worksheet that 
contains information in many rows and columns, 
printing row and column headings can help you 
proofread your worksheet. 


For example, you can print row and column 
headings and then compare your printed worksheet 
with the raw data you used when you set up the 


Print Row Numbers and Column Letters 





@ Click the Page Layout 
button (|). 


Note: You can set print 
options for row and column 
headings from any view, but 
Page Layout or Print Preview 
view best demonstrate the 
effect of setting these options. 


& Click the Page 
Layout tab. 


This example does not 
display row and 
column headings 
on-screen. 


© Click the Print check 
box (|| changes 
to |VJ). 


@ Excel adds row and 
column headings 
to the body of the 
worksheet that will 
print when you print 
the worksheet. 
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worksheet. By default, Excel does not print row 
numbers and column letters, but you can tell Excel 
to print them when you print your worksheet. 


Printing row and column headings and displaying row 
and column headings on-screen are independent 
activities. You can hide row and column headings 
on-screen and still print them when you print the 
worksheet. You can also display row and column 
headings on-screen without printing them when 

you print the worksheet. And, of course, you can 
both display and print row and column headings 
on-screen. See Chapter 7 for more on hiding and 
displaying row and column headings on-screen. 
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Preview 
and Print 


ou can preview and print your worksheet. 
When you preview your worksheet, Excel 
displays it exactly as it will print. While Page 
Layout view gives you a good idea of what your 
worksheet will look like when you print it, previewing 
before printing is exact. 





For example, you cannot tell by looking at Page 
Layout view whether gridlines will print, but you can 
tell by previewing your worksheet. While previewing 
your worksheet, you can identify the page that you 
are viewing by page number, and you can zoom in 
to magnify the view. 


Gini 


@ Click the File tab. 











If you use a black-and-white printer, the preview 
displays your worksheet in black and white. If you 
use a color printer and have applied color to your 
worksheet, the preview displays the colors. 


When you print your worksheet to paper, you can 
select the printer to use, and you can specify whether 
to print all of your worksheet or only certain page 
numbers. You can also specify the number of copies 
to print and choose to print selected cells, the active 
worksheet, a table if the worksheet contains one, or 
the entire workbook. 
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Excel enlarges the view 
of the worksheet and 
adds scroll bars so you 
can navigate around 
the worksheet. 


& Click the Zoom icon 
([E.) again to redisplay 
an entire page. 


You can click here 
to select a different 
installed printer. 


@ You can use these 
boxes to print only 
selected pages. 


@ You can click here to 
print a selection, the 
active worksheet, or 
the entire workbook. 


You can specify the 
number of copies to 
print here. 


® Click Print to print. 
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Can I print without 
previewing? 

Yes. Add the Quick Print 
button to either the Quick 
Access Toolbar or the 
Ribbon and then click it. 
Excel prints the active 
worksheet by using any 
settings that you established 
by following steps in the 
sections of this chapter. If 
you did not change any of 
Excel’s default print settings, 
Excel prints one copy of 
the entire active worksheet 
by using the currently 
selected printer. 


— 


Vv 


Why does Excel print 

only one portion of my 
worksheet when I choose to 
print the entire worksheet? 


w Atsome point, you have 
set the print area. You can 
clear the print area, as 
described in the section 
“Select an Area to Print,” 
or you can select Ignore 
Print Areas in the list that 
appears when you click the 
first button under Settings 
in Backstage view. 


What does the Show 

Margins option do? 

w While previewing, you can 
click the Show Margins 
button that appears beside 
the Zoom button to display 
top, bottom, left, and right 
page margins as well as 
header and footer margins 
and right margins for every 
column in the worksheet. 
You can drag the margin 
markers to change a 
margin setting. When 
you drag a column margin 
marker, you change the 
width of the column. 
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The Basics of 





Formulas in Excel 





ou can use Excel to make life much easier 

when it comes to performing math. Many 

people consider the math capabilities in Excel 
to be the heart of the program. Using formulas, you 


can perform myriad calculations to analyze data in your 
worksheet. 


You can enter formulas by using either of two 
methods: You can simply type the formula or you can 
use the mouse and click cells to include in the formula. 
Later in this chapter, in the sections “Add Numbers” 
and “Multiply Numbers,” you see examples of using 
both techniques. 





Constants and Cell References 

You typically use formulas to perform basic 

math — add, subtract, multiply, and divide 
numbers — but you can also calculate 
percentages and exponents. Every formula 
begins with an equal sign (=); when you type the 
equal sign, Excel recognizes that you want to 
perform a mathematical calculation and, in many 
cases, attempts to help you. For example, 
suppose you have a worksheet containing the 
values 1, 2, and 3 in cells Al, A2, and A3. To add 
those values, you could type the following 
formula in cell A4: 


=14+2+3 


Excel displays the result of the formula in cell A4; 
however, if you select cell A4 and look at the 
Formula Bar, you see the formula that you typed. 








Although you can include raw numbers — 
constants — in your formula, you can also take 
advantage of Excel’s power if you use references 
to cells containing numbers that you want to 
include in your formula. 
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Suppose you change the formula you type in cell 
A4 to the following: 


-A1+A2+A3 


Once again, Excel displays the result, 6, in cell 
A4. However, if you now change the values in 
cells A1, A2, and A3, you see Excel automatically 
update the value displayed in cell A4. 








Using cell references while performing math 
helps you unleash the power of Excel to analyze 
data because you can change a value in a cell, 
and Excel automatically updates all formulas in 
your worksheet that contain a reference to that 
cell. You can use two different kinds of cell 
references: absolute and relative. Later in this 
chapter, in the section “Absolute and Relative 
Cell References,” you read about the differences 
between them and the additional power they 
provide. 


Formula Operators 

In formulas, you can use the following 
arithmetic operator symbols: addition (+), 
subtraction (—), multiplication (*), division (/), 
percent (%), and exponent (“). You can also 
use the greater than (>), less than (<), equal to 
(=), greater than or equal to (>=), less than or 
equal to (<=), and not equal to (< >) symbols 
to compare values; when you create 
comparison formulas, Excel returns a value of 
either TRUE or FALSE. 


The Order of Precedence 

The order in which you set up a formula 
controls the result. Excel uses the order of 
precedence rules that you learned in high 
school math. In any formula, Excel calculates 
percentages first and then exponents, followed 
by multiplication and division. Excel then 
calculates addition and subtraction, followed by 
comparison operators. Excel performs the math 
from left to right, just the way you learned in 
high school. For example, suppose your 
formula reads as follows: 


=/+1-3 


Excel first adds 7+1 and then subtracts 3 to 
display a result of 5. 


Just like high school math, you can use 
parentheses ( ) to change the order in which 
Excel performs calculations because Excel again 
follows the rules of precedence and calculates 
the expression inside the parentheses first. For 
example, consider the following formula: 


=5*142 


When written in this format, Excel calculates a 
result of 7 because it multiplies 5 times 1 and 

then adds 2 to the product. However, suppose 
you add parentheses so the formula becomes: 


=5*(1+2) 


In this case, Excel performs the addition in the 
parentheses first for a result of 3. Then, Excel 
calculates the product of 5 times 3, returning a 
result of 15. 
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Using Functions 


Excel uses functions to write formulas in an 
abbreviated way. Chapters 10 to 17 
concentrate on the various types of functions 
you find in Excel, and the following paragraphs 
provide a basic overview of functions. 


Each function consists of two parts: the 
function name and a set of parentheses that 
contain the arguments for the function. 
Arguments are the values you want Excel to use 
when making the calculation. 


The most common — and probably the most 
widely used — function is the SUM function. 
The SUM function is a shortcut for entering a 
formula that automatically sums entries in a 
range. In cell A9, you could enter the following 
formula to sum the values in cells Al to A8: 


=A1+A2+A3+A4+A5+A6+A/+A8 





Or you could enter the SUM function in cell A9: 
=SUM(A1:A8) 





Both the formula and the function return the 
result of 40 in cell A9, but entering the function 
is faster and easier, as you see in Chapter 10. 
Excel recognizes the word “SUM” as the name 
of the function that adds a contiguous set of 
values. The argument of A1:A8 — the range in 
parentheses — identifies the range of cells 
containing the values you want Excel to add. 


If you are a Lotus 1-2-3 user, you can use an 
ampersand (@) at the beginning of your 
function, and Excel will recognize it and 
convert it to an equal sign (=). 
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Fill a Range 





with Information 





ou can save time and let Excel fill a range with 
information for you. You can fill a range with a 
text or number series. 


Excel can fill a range with common words that 
typically follow a sequence. For example, you can type 
January in cell Al and use the Fill feature to fill cells 
beside or below cell Al with subsequent months to 
quickly and easily create range labels. Excel uses the 
word you type in the first cell of the range as the 
foundation for the series and then builds on that first 





Fill a Range with Information 





Fill a Range with Text 


a Type the first word in the 
series. 


@ Click the cell containing 
the word. 


® Move (3 over the fill 5 
handle in the lower-right i 
corner of the cell a 


(¢_2 changes to +). 


@} Drag + over the cells you : 
want Excel to fill. = 


@ As you drag, Excel displays 
each word in the series. 


@ Release +. 


Excel fills the selected 
range. 





word. If Excel does not recognize the first word as one 
that could begin a series, Excel copies the word in the 
first cell to the rest of the cells in the range. 


Excel can fill a range with a series of numbers. You 
type numbers into the first two cells in the range, and 
Excel uses the contents of these cells to determine the 
pattern for the series. It then fills subsequent cells in 
the range accordingly. For example, you can type the 
numbers 1 and 3 in the first two cells of the range, 
and when you fill the rest of the range, Excel fills it 
with odd numbers. 








Fill a Range with 
Numbers 


@ Type the first two 
numbers of the series 
in two contiguous cells. 


Q® Select the cells u 
containing the la 
numbers you typed. i 


© Move & over the i 
black square in the 1 
lower-right corner of 
the cell (Cj changes : 
to +). = 





@ Drag ++ over the cells a a SS Se eS SS Se SS SS SSeS Se 


you want Excel to fill. 


@ As you drag, Excel 
displays each number 
in the series. 


@ Release +. : 


Excel fills the range ; 
with the pattern you 
established. 7 
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‘What is that button that appears after 
I release the mouse button? 


w |[F- is the Auto Fill Options button. You can 
click it after you fill a series to change 
Excel’s behavior. For example, suppose you 
want to copy the information in the 
selected cell to all other cells without 
incrementing. After you release the mouse 
button and Excel fills the range, click |[F~ to 
display a drop-down list. Click Copy Cells, 
and Excel changes the information in the 
cells from incremented information to a 
copy of the contents of the selected cells. 


Can | fill a range with a series of dates? 


w Yes. Type the first date you want in the 
range into the first cell of the range, making 
sure that you use a date format that Excel 
recognizes. Then, use the steps in either 
part of this section to drag the fill handle 
and fill the range; Excel will fill the cells with 
consecutive dates. If Excel does not fill the 
range with recognizable dates, change the 
format of the selected range to either Short 
Date or Long Date. 
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Add 


Numbers 


ou can use the arithmetic operator plus (+) to 
\ create a formula to add numbers in Excel to 
help you analyze data in your worksheet. 
When you enter a formula, you always begin by 
typing an equal sign (=) into an empty cell. Then, you 
can enter the formula either by typing or by clicking 
cells with the mouse. 





If you choose to click cells with the mouse, Excel 
places small handles around the cell, displays the cell 
address in a different color in the cell where you 
intend to store the formula, and displays the cell 
address in the Formula Bar. 








You press Enter to store a formula in a cell. Excel 
displays the result of the formula in the cell where you 
enter it, and the actual formula appears in the Formula 
Bar when you select the cell containing the formula. 


You can include constants — numbers — in your 
formula or you can include references to cells that 
contain numbers. The second approach is more 
powerful because you can change the value in a cell 
included in the formula, and Excel automatically 
updates all cells containing formulas that refer to the 
cell you changed. 


L—$__—————_—_— 


Add by Using Constants 


@ Select the cell in which 
you want to store a 
formula. 


@ Type =. 
& Type a number. 
® Type +. 


@ Repeat steps 3 and 4 until 
you have typed all the 
numbers in the formula. 


6) Press Enter. 


@ Excel displays the result of 
the formula in the 
worksheet. 


@ The formula appears in 
the Formula Bar when you 
select the cell containing 
the formula. 
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Add by Using Cell 


References 


@ Select the cell that will 
contain the formula. 


Q Type =. 


© Click a cell that you 
want to include in the 


formula. 


@ Type +. 


® Repeat steps 3 and 4 
until you have included 
all the necessary cells in 
the formula. 


© Click © or press Enter. 


@ Excel displays the result 
of the formula in the 
worksheet. 


@ The formula appears in 
the Formula Bar when 
you select the cell 
containing the formula. 
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How do | create a formula 


chapter BS 





Why did Excel change the 
cell I clicked to the one 
below it after | pressed the 
down arrow key? 


What do the symbols mean 
around a cell that I click? 


Ww They help identify cells that 


Excel has included in the 
formula. The symbols and 


that subtracts instead of 
adds? 


w You can follow the steps in 


this section and substitute w In most circumstances, 


the minus sign (—) for the 
plus sign (+) in step 4. You 
can also create a formula 
that includes both 
subtraction and addition 
by switching between the 
plus and minus signs. If 
your formula results in a 
negative number, Excel 
displays the result in the 
worksheet with the default 
formatting for the cell 
containing the formula. 


clicking a cell or using an 
arrow key has the effect of 
moving the cell pointer. 
However, when you create 
a formula by clicking cells, 
Excel switches to Point 
mode. While in Point 
mode, clicking any cell or 
using any arrow key on the 
keyboard has the effect of 
selecting the cell to include 
it in the formula. 


the box that Excel draws 
around the cell you click 
are color-coded and match 
the color Excel uses for the 
cell in the formula as you 
create the formula. The 
colors are not visible after 
you click [¥ or press Enter; 
however, if you edit the 
cell, the colors in the 
selected cell and the 
formula cell reappear. 


Multiply 
Numbers 


ou can use the asterisk (*) as an arithmetic 

operator to create a formula to multiply 

numbers in Excel while analyzing data in your 
worksheet. When you enter a formula to multiply 
numbers, you always begin by typing an equal sign 
(=) into an empty cell. Then, you can enter the 
formula by typing or by clicking cells with the mouse; 
the steps in this section show you how to type a 
formula as well as how to enter a formula by clicking 
cells. 
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Multiply by Using 
Constants 


qd Select the cell in which 
you want to store a 
formula. 


@ Type =. 
@ Type a number. 
® Type *. 


& Repeat steps 3 and 4 until 
you have typed all the 
numbers in the formula. 


© Press Enter or click (7. 


@ Excel displays the result of 
the formula in the 
worksheet. 


@ The formula appears in 
the Formula Bar when you 
select the cell containing 
the formula. 
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When you store a formula in a cell, Excel displays the 
result of the formula in the cell where you enter it, 
and the actual formula appears in the Formula Bar 
when you select the cell containing the formula. 


You can include constants — numbers — in your 
formula or you can include references to cells that 
contain numbers. The second approach is more 
powerful because you can change the value in a cell 
included in the formula, and Excel automatically 
updates all cells containing formulas that refer to the 
cell you changed. 








Multiply by Using Cell 
References 


@ Select the cell that will 
contain the formula. 


Q Type =. 


© Click a cell that you 
want to include in the 
formula. 


@ Type *. 


® Repeat steps 3 and 4 
until you have included 
all the necessary cells in 
the formula. 


© Click © or press Enter. 


@ Excel displays the result 
of the formula in the 
worksheet. 


@ The formula appears in 
the Formula Bar when 
you select the cell 
containing the formula. 
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How do I create a formula 
that divides instead of 
multiplies? 


‘w You can follow the steps in 
this section and substitute 
the forward slash (/) as the 
division sign for the asterisk 
(*) in step 4. You can also 
create a formula that 
includes both multiplication 
and division by switching 
between the asterisk and 
forward slash. If your 
formula results in a negative 
number or a fraction, Excel 
displays the result in the 
worksheet with the default 
formatting for the cell 
containing the formula. 


Why do I see #DIV/0! in the 


cell where I created my 
formula? 


wv In your formula, you 
divided by zero, which is a 


mathematical impossibility. 


The error you see is Excel’s 
way of telling you that the 
formula includes a forward 
slash followed by a zero or 
a reference to a cell with a 
zero value. To eliminate 
the error, double-check 
your formula and remove 
the portion of it that 
contains the reference to 
zero. See the section “Edit 
a Formula” for help with 
changing the formula. 


When I use the pointing 
technique to create a 
formula, can I point to a 
cell in another worksheet? 


w Yes. Use the steps in the 
subsection “Multiply by 
Using Cell References” to 
create your formula. To 
include the cell in a 
different worksheet, simply 
click the appropriate 
worksheet tab and then 
click the cell containing the 
value that you want to 
include in the formula. If 
you have additional values 
to include in the formula, 
type an operator and then 
click the next cell. 
Otherwise, press Enter. 
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Edit 
a Formula 


ou can change a formula by editing it. You 
can edit a formula in the worksheet or in the 


Formula Bar. 





When you edit a cell, Excel switches into Edit mode, 
and you need to position the insertion point at the 
correct location to make changes. The method you 
choose to switch to Edit mode determines the location 
of the insertion point immediately after switching to 
Edit mode. If you choose to edit the cell in the 
worksheet and you double-click the cell to switch to 
Edit mode, the insertion point appears somewhere in 


Edit Formula | | 





@ In the worksheet, 
double-click the cell 
containing the formula , 
you want to change. st 


Note: You can select the cell in 
the worksheet and click in the , 
Formula Bar or press F2. e 


@ Excel switches to Edit : 
mode. s 


® Use the arrow keys to 
position the insertion 
point where you need to 
edit. 


@ Make the changes you 
want. 


@) Click 7 or press Enter. 





@ Excel displays the result of 
the formula in the ; 
worksheet. rf 


The formula appears in i 
the Formula Bar when you i 
select the cell containing a 
the formula. is 








the middle of the cell. However, if you switch to Edit 
mode by pressing F2, the insertion point appears at 
the end of the cell. 


If you choose to edit the cell in the Formula Bar, you 
can select the location for the insertion point at the 
same time that you switch to Edit mode. 


While you edit a cell, Excel outlines each cell referred 
to by the formula in a separate color and uses the 
same colors to display the cell addresses in the cell you 
are editing — the one containing the formula. 


av 


blih. 











Quickly Compute 


Performing Basic Math : 






chapter BS 


Common Calculations 


' ou can quickly determine certain common 
values without creating formulas. For 
example, you can determine the sum, 

average, count, numerical count, minimum, or 

maximum value in a selection without creating a 


formula. Excel can display these common values for 
a selection in the status bar. 


— 


—v 


The Sum value is, of course, the total of a group of 
numbers, and the Average value is the average of 
the group. The Count value displays the number of 
cells that contain information. The Numerical Count 
value displays the number of cells that contain 
numbers but not text. The Minimum and 

Maximum values display the smallest and largest 
number in a group, respectively. 


Cin Calculate Common Values 





@ Type information into a 
range of cells. 


& Select the range. 


@ Excel displays common 
values for the selected 
range in the status bar. 


| Why do I see some of the common 
values but not all of them? 





You can control which of these common 
values appear on the status bar. Right-click 
anywhere on the status bar to display the 
Customize Status Bar menu. In the second 
group from the bottom, you see the 
common values that you can display. A 
check mark beside a common value 
indicates that Excel is currently displaying 
that value on the status bar. Click a 
common value that has no check mark 
beside it to display it. 














Absolute and Relative 


Cell References 


hen you create formulas that refer to cell 
addresses instead of constants — as most 
formulas should — you can use one of 


three types of cell reference: relative, absolute, or 





mixed. The format of the cell reference comes into 
play when you start copying formulas, which is one of 
the most common operations you perform in Excel. 





Relative Cell References 

When you use a relative cell reference in a 
formula and then copy the formula from one cell 
to another, Excel adjusts the cell references in 
the formula to refer to the cells at the new 
location of the formula. For example, suppose 
you create a formula by using relative cell 
references in cell B8 that adds cells BS to B7. The 
formula in B8 would be as follows: 


=SUM(B5:B7) 


= E o E 5 
@ Month Soler Figures for 2010 





Then, suppose you copy that formula to cell C8. 
In column C, Excel adjusts the formula to add 
the numbers in column C instead of those in 
column B, producing the following formula in 
cell C8: 


=SUM(C5:C7) 


= E o E = 
6 Month Salen Figures for 2010 
ire 


fin Thapar 21] 





If Excel had not adjusted the formula, the sum in 
cell C8 would have appeared to be the same as 
the sum in cell B8. 


Creating a relative cell reference is not difficult; 
you simply type the column letter and row 
number in the formula. 
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Absolute Cell References 

When you use an absolute cell reference in a 
formula and then copy the formula, Excel does 
not change the cell reference. Absolute cell 
references are useful in situations such as when a 
formula must always refer to the value in a 
particular cell. For example, suppose your 
worksheet shows sales by product over time, and 
you want to show each product’s percentage of 
total sales. Total sales for each product appear in 
cells HS to H7, with total sales for all products 
appearing in cell H8. You want to place your 
formulas that calculate each product’s 
percentage of total sales in cells 15 to I7, with 
100% of sales appearing in cell 18. The formula 
in cell 15 should be H5/H8; the formula in cell 16 
should be H6/H8; and the formula in cell 17 
should be H7/H8. To display 100% in cell 18, the 
formula should be H8/H8. 


In each formula, the divisor value is always H8 — 
the cell that contains total sales. If you want to 
create the formula in cell 15 and copy it to cells 16 
to 18, you need to use an absolute cell reference 
in the divisor portion of the formula. To create an 
absolute cell reference, you simply include a dollar 
sign ($) before both the column letter and the 
row number in the formula. As a result, the 
formula in cell 15 should read as follows: 


=H5/$H$8 


If you use the pointing method to create your 
formula, you can press F4 to change a cell 
reference to an absolute cell reference in the 
formula. When you press F4, Excel automatically 
inserts the dollar signs for you. 


[ B E Ee 
6 Month Soler Figures far 2010 
fin Thourends) 
fanuary = Februrg Mach April flay 





When you copy this formula, Excel adjusts the 
portion of the formula that contains a relative 
cell reference but leaves the portion that 
contains the absolute cell reference unchanged. 
As a result, the portion of the formula that 
refers to the cell containing total sales continues 
to refer to the cell that contains the total sales 
for all regions — in this example, cell H8. 
Copying the formula to cell 16 produces the 
following formula: 


=H6/$H$8 


8 I G E F 
6 Month Soler Figures for 2010 
fin Thouwrends) 
fenuary «February March April lay 





If you create a formula containing relative cell 
references and then discover you needed to 
include an absolute cell reference, you can click 
the cell and then press F2 to edit it. You can 
then place the insertion point anywhere in the 
cell reference that you need to change to an 
absolute cell reference and press F4 or type the 
dollar signs needed. 


Mixed Cell References 

Situations will arise where you need to use a 
mixed cell reference in a formula. A mixed cell 
reference in a formula contains both a relative 
and an absolute cell reference. You might also 
say that a mixed reference contains one 
changing cell reference and one unchanging 
cell reference. For example, in a mixed cell 
reference, the row number might be relative 
(and change), but the column letter must be 
absolute (and remain unchanged). The column 
letter might also be relative, but the row 
number must be absolute. You can find an 
example of using mixed cell references in 
Chapter 12. 
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When you create the formula that calculates the 
loan payment, you want to be able to copy the 
formula across each row to see the payment for 
a given amount of principal at differing rates. In 
addition, you want to be able to copy the 
formula down each column to see the payment 
for one interest rate at varying principal amounts. 


To create the portion of the formula that 
calculates the payment amount for various 
interest rates and a single principal amount, 
you need to keep the row constant but vary the 
column when you refer to the interest rate. In 
the PMT function, the first argument listed 
controls the interest rate, and if you look at the 
Formula Bar, you see that the mixed reference 
for the first argument contains a dollar sign 
before the row number but not the column 
letter. When you copy this formula across each 
row, Excel changes the column letter for the 
first argument but not the row number. 


To create the portion of the formula that 
calculates the payment amount for one interest 
rate and several principal amounts, you need to 
keep the column constant and vary the row 
number when you refer to the principal amount. 
In the PMT function, the last argument listed 
controls the principal amount. When you copy 
this formula down each column, Excel changes 
the row number for the last argument but not 
the column letter. 


Although you can create a mixed cell reference 
as you create a formula, in most cases, you will 
realize after you create the formula that you 
need a mixed cell reference. You can edit the 
formula and position the insertion point 
anywhere in the cell reference you need to mix. 
You can then press F4 repeatedly until the 
dollar sign appears in the proper place. 
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Copy 
a Formula 


O save time, you can copy a formula from one 

cell to another instead of typing the same 

formula into several cells. For example, if your 
worksheet shows sales by month for several products, 
you can create the formula that totals sales in a given 
month for all products and then save time by copying 
the formula to create total sales for the other months. 


Excel’s behavior when you copy a formula depends on 
whether the formula contains relative cell references or 
absolute cell references. Absolute cell references 
contain dollar signs ($) before the column letter and 
row number. 


re Part Pie. 


Copy Relative Cell 



















lf the formula contains relative cell references, Excel 
adjusts the formula as it copies. For example, when 
you copy the formula that sums cells in column B to 
column C, Excel adjusts the copy of the formula to 
sum cells in column C. 


lf the formula contains an absolute cell reference, Excel 
does not adjust the absolute cell reference when you 
copy the formula. For example, when you copy a 
formula that contains the absolute cell reference $H$8 
from cell 15 to cell 16, you see $H$8 in both cells. 
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Can you give me an example of when | 
might use an absolute cell reference? 


Ww One of the most common reasons to use an 
absolute cell reference involves calculating a 
percentage. For example, you may want to 
calculate the percentage of total sales 
represented by each product you sell. When 
you create the formula, you divide each 
product’s sales by total sales. The cell 
containing the total sales value does not 
change in the formula. So, to copy the 
formula without changing the cell 
containing the total sales value, you use an 
absolute cell reference in the formula for 
the cell containing total sales. 


CS aS 















Can I create an absolute cell reference 
without typing the dollar sign? 


w Yes. If you create the formula by clicking 
cells, you can press F4 after clicking the cell, 
and Excel will insert the dollar signs. If you 
press F2 to edit the formula, you can 
change the relative cell reference to 
absolute by positioning the insertion point 
anywhere in the cell reference and then 
pressing F4. 


Is there another way to copy a formula? 


w Yes. If you are copying the formula to 
adjacent cells, you can use the Fill handle. 
Select the cell containing the formula and 
then drag the Fill handle — the small black 
square in the lower-right corner of the 
cell — either across or down. 


159 





Change a Formula 


to a Value 


ou can convert a formula to the value it 
produces. Suppose you create a formula in cell 
D9 that uses cells C5 and C6 and some 
constants. Suppose you also want to use the 
calculated value in cell D9 in another formula in cell 
F12. To ensure that the calculated value in cell D9 
does not change — perhaps because you change the 
value in cells CS or C6 — you can convert the formula 
in cell D9 to a value. Converting a formula to the 
value it produces is also effective when you use the 
RANDQO function to create a set of random numbers. 
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@ Select a cell containing 


If you do not convert the random numbers to values, 
Excel recalculates the random numbers each time it 
recalculates the worksheet. 


You change a formula to a value by copying the 
formula and then using one of the Paste options to 
paste the value produced by the formula instead of 
pasting the formula. You can overwrite the formula by 
pasting the value into the cell containing the formula. 
You can also retain the formula in the original cell and 
paste its value into a different cell by simply selecting 
a different cell before you paste. 
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Add Data in One 
Range to Another 


existing formulas. However, you do not need to do 
all that work. Instead, you can leave your worksheet 
structured as you originally set it up and simply 
select a new location to store the totals of the two 
ranges. Then, you can add the ranges together and 
store the totals in the new location. To add the 
ranges together to create six-month total sales for 


ou can add data in one range to data in 

another range. Suppose you track monthly 

sales for three products, and you set up your 
worksheet to track quarterly sales. You enter sales 
information for the three products into a worksheet 
for the first quarter of the year in cells A3 to D7. Then, 
for the second quarter, you enter sales information for 
the same products into cells A11 to D15. 


Now, suppose you would like to see the six-month 
totals for all three products. You could reorganize 
your worksheet and create new formulas or edit 


Add Data in One Range to Another 





@ Select a set of cells 
to add. 
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Add Data in One Range 
to Another (continued) 





Option 
All 


Formulas 


Values 


Formats 
Comments 


Validation 
All Using Source Theme 


All Except Borders 
Column Widths 
Formulas and Number Formats 


Values and Number Formats 


hen you use the Paste Special dialog box, 
you are not limited to adding ranges. You 
can also subtract, multiply, and divide 


ranges. Using the options at the top of the Paste Special 
dialog box, you can copy information and then perform 
the following types of pasting operations: 


Purpose 
Paste the contents, formats, and data validation of a copied cell or range. 
Paste only values and formulas without formatting. 


Paste values and formula results — but not formulas — with no formatting. See the section 
“Change a Formula to a Value” for more on using this option. 


Paste only the formatting but not the contents of a copied cell or range. 
Paste comments attached to — but not the contents of — a copied cell or range. 


Paste the validation criteria of a copied cell or range so you can apply the same validation 
criteria to two cells or ranges. See Chapter 18 for more on using validation criteria. 


Paste all information, but use the formatting of the cell or range you copied. This option is 
important only if you are copying and pasting between two workbooks that use different themes. 


Paste all information except the border information of the cell or range you copied. 
Paste only column width information from the copied cell or range. 
Paste values, formulas, and number formats but no other formatting from the copied cell or range. 


Paste all constants, values that result from formulas, and number formats but no formulas from a 
copied cell or range. 





Add Data in One Range to Another (continued) 


@ Excel copies the 
information. 


© Select the next set of cells 


to add. 
@ Click Copy (). 


© Select the same cell you 


selected in step 4. 


© Click here ([)) to open 
the Paste menu. 


@ Click Paste Special. 
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The Paste Special 
dialog box opens. 


@ Click the Add radio 
button (© changes 
to @). 


@ Click OK. 


@ Excel adds the first 
range you copied to 
the second range you 
copied. 


You can press Esc to 
cancel copying. 


In the Paste Special dialog 
box, what does the 
Transpose option do? 

w Using this option helps you 
flip columns and rows 
when you paste. As a result, 
what appears in columns in 
the range you copy 
becomes rows in the range 
where you paste, and what 
appears as rows in the 
range you copy becomes 
columns in the range where 
you paste. Excel also adjusts 
any formulas that you copy 
to maintain their integrity. 
See Chapter 5 for more on 
swapping rows and 
columns. 
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In the Paste Special dialog 
box, what does the Skip 
Blanks option do? 


wv This option helps you 
avoid overwriting 
information in the cells 
where you are pasting. If 
the range you copy 
contains blank cells, 
selecting this option 
prevents Excel from 
copying those blank cells 
and overwriting cells that 
contain information in the 
range where you paste the 
information. 
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‘Paste Special 
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When I add two ranges, 
how does Excel treat 
relative, absolute, and 
mixed cell references? 


w Excel honors all cell 
references when you add, 
subtract, multiply, or 
divide two ranges. 
Formulas continue to work 
as you would expect. 


Can I add, subtract, 

multiply, or divide more 

than two ranges? 

w Yes. Repeat steps 5 to 11 
for each range you want to 
include in your calculation. 
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Add Data in One 
Worksheet to Another 





ou can add data stored in one worksheet to 

data stored in another worksheet. For 

example, suppose you create a workbook to 
store sales information by month about the products 
you sell. You decide in advance to store each quarter 
of the year’s sales information on a separate worksheet 


so you can view any quarter’s data by selecting that 
worksheet in the workbook. 


Suppose you decide that you want a summary 
worksheet that adds up the totals from the four 
quarters. You could copy and paste the information 
from the four worksheets into a fifth worksheet and 
then spend considerable time editing the worksheet to 








Add Data in One Worksheet to Another <= 





8 


@ In the workbook 7: 
containing the worksheets 
with the data you want to 
add, display the sheet 


4 Widgets ott 
5 | Gadgets 
& Sedees 


where you want the totals i 
to appear. ! 
® Click the cell where the f 
first total should appear. 3 


@ Type =. ; 





® Click the first sheet 
containing data you want 
to total. 


© Click the cell containing 
the data you want to add. 
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@ The formula begins to i 
appear in the Formula Bar. i 





c D E 
Sales Figures for 2010 - All Depts. 
(n Thuuseeds) 


1 Product Paswary February March 


(wie 6st EL Ie eee 
Monthly Sales Figures for 2010 - Dept 1 
On Thuusarrts) 


January february March 





obtain the totals. You could also use formulas on the 
fifth worksheet to create totals for the sales data in the 
four worksheets. 


When you add cells on different worksheets, you must 
include the name of the worksheet tab when you refer 
to the cell. Excel expects you to separate the 
worksheet name from the cell address by using an 
exclamation point (!). For example, the name of cell 
B3 on Sheet 4 would be as follows: 


Sheet4!B3 


You will find it easiest to specify cells to add across 
worksheets by clicking the cells you want to add. 


F G " | d ip L py] N 
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© Type +. 


@ The mathematical 
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operator appears in the a, een, ay Man 


Formula Bar. 5 cutgen | 


@ Click the next sheet 
containing data you 
want to total. 


@ Click the cell 
containing the data 
you want to add. 


© Repeat steps 6 to 8 
until you have selected 
all cells containing data 
you want to add. 


@ To complete the 
formula, click [¥ or 
press Enter. 
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The result of the 


calculation appears in i 
the cell you selected in 7 
step 2. i 


The formula appears in 
the Formula Bar. 
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Am I limited to using only relative cell 
references in a formula that contains both 
worksheet names and cell addresses? 


w No. You can use absolute cell references, 
relative cell references, or mixed cell 
references in the formula. You can create an 
absolute or mixed cell reference as you 
create the formula. You can also follow the 
steps in this section to create the formula 
and then edit it: Place the insertion point in 
the cell address for which you want to 
create an absolute or mixed reference and 
then press F4 repeatedly until the cell 
reference appears as you want. 


What happens if | copy formulas that 
contain both worksheet names and cell 
addresses? 


w Excel copies the formulas the same way it 
copies any formula, honoring any relative 
cell references, absolute cell references, or 
mixed cell references. In fact, you can 
create a formula that adds cells across 
worksheets only once and propagate the 
formula by copying. 


Can I subtract cells across worksheets? 


w You can add, subtract, multiply, or divide 
cells across worksheets. In step 6, substitute 
the appropriate mathematical operator for 
the operation you want to perform: 

— for subtraction, * for multiplication, or / 
for division. 
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Using Cell Names 
and Range Names 


166 


o more easily find information or use cell 

ranges in a formula, you can assign a name 

to a range that helps you understand the 
purpose of the range. Suppose your worksheet 
contains sales information for widgets for the months 
of January to June in cells BS to G5. You can name the 
range “widgets” or “widget_sales” and then create a 
formula that adds the sales for widgets instead of 
adding cells BS to G5. 


When you create a range name, Excel tries to suggest 
a name by using a label near the selected range. Each 
name can be no more than 255 characters and must 


Using Cell Names and Range Names 


Assign a Name 








a) Select the range to which 
you want to assign a 
name. 


@ Excel displays the name of 
the leftmost cell in the 
selection here. 


@ Click the Formulas tab. 
@ Click Define Name. 


The New Name dialog 
box opens. 


® If necessary, type a name 
in the Name box, select a 
scope, or add a comment. 


® Click OK. 


@ Excel displays the name of 
the selected range here 
instead of the first cell in 
the selected range. 


be unique. The first character must be a letter, an 
underscore (_), or a backslash (\). You cannot use 
spaces in a range name; instead, substitute the 
underscore or the dash. 


You cannot name a range by using cell references 
such as Al or $F$6 nor can you name a range by 
using either the uppercase or lowercase forms of the 
letters C and R. You can use uppercase and lowercase 
letters in a range name, but Excel ignores case. For 
example, if you try to use the range names Sales and 
SALES in the same worksheet, Excel prompts you to 
give the second range a unique name. 





Go to a Named Range 


@ Click here. 


2) Click the name of the range 
you want Excel to select. 


@ Excel selects the cells in the 
named range. 


Use a Name in a Formula 


a Select the cell where you want 
the formula to appear. 


® Create the formula by using 
the range name instead of the 
cell range. 


® Click © or press Enter. 


@ In the Formula Bar, Excel 
displays the named range 
instead of cell references when 
you select the cell containing 
the formula. 
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‘What is the purpose of the 
Scope box? 


The scope identifies where 
Excel will recognize the 
name. If you select the 
scope of Workbook, Excel 
recognizes the name on 
any sheet in your 
workbook. You can also 
limit the use of the name 
to a particular worksheet 
by selecting that worksheet 
in the Scope box; in this 
case, Excel recognizes the 
name only in the 
worksheet you select. 
Names must be unique 
within their scope. 


Can I define a name 
without using a dialog 
box? 


Can I assign a name to a 
constant or a formula? 


w Yes. Click the Formulas tab 
and then click Define Name 
to display the New Name 
dialog box. In the Refers To 
box, type = and then type 
either the constant or the 
formula you want to name. 
Click OK. You can now 
refer to the constant or 
formula by name. 


Yes. You can define a name 
for a cell or range without 
using a dialog box. Select 
the range you want to 
name and then click in the 
Name box to the left of 
the Formula Bar where 
Excel displays the cell 
address of the leftmost cell 
in the selected range. Type 
the name you want to 
assign to the range and 
then press Enter. 


167 





Edit and Delete Cell 
or Range Names 


ou can make changes to a cell or range name 
or its definition or you can add a comment to 
remind you of the cell or range name’s 
purpose; comments appear in the Name Manager 
window. You can also delete a cell or range name. You 
edit or delete a cell or range name in the Name 
Manager window. 


cell or range name and re-create it. You can read 
about deleting cell or range names in this chapter; to 
re-create a cell or range name, use the steps in the 
section “Using Cell Names and Range Names.” 





When you delete a cell or range name, you delete only 
the name you assigned to the cell or range. You do 
not delete the contents of the cell or range or any 
formatting you may have applied to the range. 
However, you may create errors on your worksheet in 
formulas that refer to the range name you deleted. 


When you edit a cell or range name, you can change 
its name, the cells to which it refers, or its comment, 
but you cannot change its scope. To redefine the 
scope of a cell or range name, you must delete the 


Edit and Delete Cell or Range Names 





Edit a Name 


Home Insert View 
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Mame 
Manager Mi Create from Selection 


Page Layout Formulas 


he = Autosum + @&® Logical ~ 
GB Recently Used ~ [A Text ~ 

Insert fa 

Function Financial ~ 


6) Lookup 2 Rererence + 
§B Math & Trig ~ 

(3 Date & Time » HH More Functions + 
Function Library 


@ Click the Formulas tab. 
@ Click Name Manager. 


Defined Names 
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The Edit Name dialog box 
opens. 


@ You can change the name 
here. 


@ You can add a comment here. 


You can change this 
information to redefine the 
range here. 


® Click OK. 


Excel redisplays the Name 
Manager dialog box. 


You can click Close or edit 
other names. 


Delete a Name 


@ Perform steps 1 to 3 in the 
subsection “Edit a Name.” 


@ Click Delete. 


Excel prompts you to confirm 
that you want to delete the 
selected name. 


© Click OK to delete the name. 


Manager dialog box? 


w A list appears that enables 


you to limit the 


"What happens if | click the 
Filter button in the Name 
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Name Value 


Refers To Scope 
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{| Microsoft Excel 
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How can | identify errors What does the Value 
on my worksheet that were column in the Name 


created by deleting a range Manager dialog box show? 


PEG Y w Inthe Value column, you 
w Excel displays the #NAME see the values that appear 


information that appears in 
the window. You can limit 
the names to those with a 
scope of Worksheet or 
those with a scope of 
Workbook. You can display 
only names with errors or 
names without errors. You 
can also display names that 
you define or table names. 
For more on table names, 
see Chapter 21. 


error in any cell that uses a 
range name that you 
deleted. When you delete 
a range name that is used 
in a formula, the formula 
becomes invalid. To resolve 
the problem, either click 
the Undo button (| ) to 
restore the range name or 
edit the formula and then 
supply the cell address in 
place of the name. 


in the cells defined in the 
range. If a cell in the range 
contains a formula, you see 
the result of the formula 
rather than the formula in 
the Value column. The 
formula appears in the 
Refers To column. 
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Create Range Names 


from Headings 


nstead of creating range names one at a time, 
you can let Excel create range names by using 
row and column labels in your worksheet. 


When you let Excel create range names by using 
labels, you select the range of data for which you 
want to create range names, including the labels. You 
can create range names from labels that appear in the 
row above your data, the row below your data, the 
column to the left of your data, and the column to the 
right of your data. You can select any or all of these 
options to describe the location of the labels in the 
selection. 


Create Range Names from Headings 


Create Range Names 











If your workbook contains any duplicate labels, Excel 
creates a label for the first occurrence of the label and 
then when trying to create a label for the next 
occurrence, Excel asks if you want to overwrite the 
label. To avoid this problem, make sure that your row 
and column labels are unique. 


When you create range names from row and column 
labels, Excel automatically creates range names with 
scopes that extend to your entire workbook. You 
cannot use this technique to create range names for a 
single worksheet in the workbook. 
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Note: Be sure that each label is |2 lin Thousands) 
unique so Excel creates all your 
range names correctly. l 
@ Click the Formulas tab. 
© Click Create from Selection. | * 
The Create Names from ——=—= - a ; 5 : 7 5 


Selection dialog box opens. 


@® Click the options that 
describe the location of 
the labels you want to use 
to create range names 


(| changes to |WJ). 
® Click OK. 


Excel creates the labels. 











Note: If the workbook contains 
any duplicate labels, a message 
appears about overwriting a 
label. 
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View Range Names 
You Created 


a Click the Formulas tab. 


@ Click Name Manager. 


The Name Manager 
dialog box opens. 


Excel displays the 
range names you 
created from labels. 
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‘How do I know which options to click in 
the Create Names from Selection dialog 
box? 


w You click the options that describe the rows 
that contain labels in your selection. Excel 
assigns the labels as the range name. In the 
example in this section, labels appear in the 
row above the data and in the column to 
the left of the data. If no labels appeared in 
the column to the left of the data, then it 
would be appropriate to select only the Top 
Row option so Excel could create range 
names for the columns below the labels. 


Can I have Excel automatically create one 
label to identify all the rows and columns 
that I select? 


w Yes. Type the label you want Excel to 
associate with the entire range of selected 
rows and columns in the cell in the upper- 
left corner of the selected rows and 
columns; this cell is often blank. In the 
examples in this section, the cell is A3. 
When you automatically create labels from 
row and column headings, Excel assigns the 
entire selected range to the label in the 
upper-left corner of the selected range. 
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Apply Names to 
Existing Formulas 





fter you create range names, if you have 

existing formulas in your worksheet or 

workbook, you can update those formulas to 
use the named ranges instead of the cell addresses. Be 
aware that although you create range names in a 
worksheet or workbook, Excel does not automatically 
apply those range names to cells that contain formulas 
that refer to named ranges. You need to apply the 
range names to update existing formulas. 


You can use the Apply Names dialog box to use range 
names instead of cell addresses in formulas that refer 
to named ranges. In the Apply Names dialog box, you 


Apply Names to Existing Formulas 





Create range names by 









have a variety of options to set. In most cases, you 
want to leave the default options set as Excel displays 
them. For example, by default, Excel ignores relative, 
absolute, and mixed cell references when it replaces 
cell addresses with named ranges. 


You can change this default behavior to force Excel to 
replace only those cell references that use the same 
type of references as are used in your names. 
However, Excel automatically creates range names by 
using absolute cell addresses, and if you change 
Excel’s default behavior, Excel cannot apply range 
names to cells containing relative cell references. 
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Click Apply Names. 


—_ 
Ise 


The Apply Names dialog 
box opens. 


Si? 


S18 533 B02 





You can click this check 
box (Ml changes to [L]) 
to force Excel to use the 
relative, absolute, and 








; ee 
mixed cell references you e >> EINES 
established in formulas. 





You can click this check 
box (|| changes to [L]) 
to avoid using the row 
and column labels in 
formulas. 


© Click Options. 
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| Use row and coluen nares 
9%] |. Caneel 


ime 





The Apply Names 
dialog box expands. 


Click these check boxes 
((iM] changes to ||) to 
force Excel to display 
column and row names 
in a formula when the 
formula appears in the 
same row or column as 
the name. 


Click here (© changes 
to @) to display row 
names before column 
names when you 
display both names. 


Click here (© changes 
to @) to display 
column names before 
row names when you 
display both names. 


© Click OK. 
@ Click a cell containing 


a formula that refers to 
a named range. 


@ The Formula Bar 


displays range names. 
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Is there a way that I can print Why do I see a message that Excel cannot find any 
the list of cell or range names? _ references to replace? 


w Yes. Select an empty area in w You have either already applied all existing names or you 
your workbook, press F3 or click have changed some of the options in the Apply Names 
the Formulas tab, click Use in dialog box from their defaults. If you changed defaults in 
Formula, and then click Paste the Apply Names dialog box, reset them to their original 
Names to display the Paste options and try again. 


Name window. Then, click 


the Paste List button; Excel 
pastes each name and its 


What does the Use in Formula button do? 


corresponding cell address. You The Use in Formula button appears below the Define 


can print the list by selecting it, Name button; after you define names, they appear in a 
clicking the File tab, and in list when you click the Use in Formula button, making it 
Backstage view, clicking Print. In easy for you to include a range name in a formula. In the 
the Settings section of Backstage cell where you are creating the formula and at the 

view, click the first button and appropriate position in the formula, click the Use in 
select Print Selection. Formula button to display the list and then select the 


range name from the list. 
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Understanding 
Arrays 


lthough programmers often use arrays, you 

should not let that scare you. In Excel, an 

array is a group of items. You can think of an 
array as a range. You can create formulas called array 
formulas that 
operate on arrays, 
and you can create 
array constants, 
such as the ones in 
the figure, that 
you can use — like 
you use constants 
— in formulas or 
array formulas. The 
array constants in 
the figure include 
numbers, but array 








constants can also include text or logical values. If you 
include text in an array constant, you must enclose the 
text in pairs of quotation marks ("_"). 


In Excel, an array can be one-dimensional and 
horizontal in appearance, in which case it appears in a 
row. It can be one-dimensional and vertical in 
appearance, in which case it appears in a column. 
Finally, an array can be multidimensional, in which 
case It appears in a range. 


You can use arrays to do many different things; for 
example, you can count characters in a range, sum 
the three (or any number) largest values in a range, 
count the number of errors in a range, determine 
whether a particular entry appears in a range, or 
compute an average for a range that includes zeros 
and exclude the zero values — just to name a few. 





Array Formulas 
You can also create formulas that use arrays, and 
these array formulas can save you time and 
ensure consistency and accuracy. For example, 
suppose you have a formula that multiplies 
values in a row, and you need this formula to 
appear in ten rows. You can create the formula 
and then copy it down the column to place it in 
the ten rows. You can also create an array 
formula. The 
original formula 
you create in cell 
D3 might look 
like this: 


=B3*C3 ae 


You then need 
to copy it to the 
other cells in 
column D. 
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However, you can create one array formula that 
applies to all the cells in column D. The array 
formula would look like this: 


=B3:B12*C3:C12 


When you enter an array formula, Excel encloses 
the formula in curly brackets ({}). You must also 
press Ctrl+Shift+Enter to create an array formula; 
you cannot simply press Enter when you finish 
typing. In addition, the array formula appears in 
all the cells in the array — in this example, in 
cells D3 to D12 — without you copying it into all 
the cells. Excel enters the array formula in all cells 
that you specify at the time you create the array 
formula. 


You gain the following advantages by using an 
array formula: 


e You can ensure that you make the same 
calculation for all cells included in the array 
range. 


e Excel prevents you from deleting any 
individual cell that contains an array 
formula. Instead, you must delete the 
formula for all the cells that contain it. 


e When you change an array formula, Excel 
updates all the cells containing the array 
formula. 


e Because array formulas are not widely 
understood, novices with whom you share 
your workbook will be less likely to tamper 
with your calculations. 


Using array formulas also has some 
disadvantages: 


e Excel prevents you from inserting a new 
row or column into the array range. 


e If you add rows or columns at the bottom or 
side of an array range, you need to update 
the array formula to include the new data. 


Arrays and Excel Functions 
You can use Excel functions with array formulas. 
Array formulas that include functions can help 


you perform multiple calculations simultaneously. 


For example, in the preceding example, you had 
to calculate the Total Per Person so you could 
create the total quantity sold value that appears 
in cell D13. However, you can use a function in 
an array formula that enables you to make the 
calculation for the total quantity sold without 
creating the intermediary formulas that appeared 
in column D. 


By entering the 
following array 
formula that — 
includes a rc eet. 
function, you ‘mm 
tell Excel to 

multiply the 

values in cells 
B3 to B12 by 


ial Thekota Salel 
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the values in cells C3 to C12 and then sum the 
results: 


=SUM(B3:B12*C3:C1 2) 


Again, when you enter the formula, Excel 
encloses it in curly brackets ({}) to indicate that 
the formula is an array formula. 


Entering Array Constants in a Worksheet 
You can easily create an array constant. 
Suppose you want to enter the values 1 to 12 
in cells B1 to B12. Select the cells in which the 
array values will appear and then type the 
following: 


={1;2;3;4;5;6;7;8;9;10;11;12} 


Then, press 
Ctrl+Shift+Enter; 
Excel enters the 
values into cells 
B1 to 12. 


If you want to 
enter the same 
array constant 
into Row 1, 
select cells Al 
to L1 and then 
enter the same formula, but separate the values 
with a comma (,) instead of a semicolon (;). 





To enter the same array constant as a 
multidimensional array that spans four columns 
and three rows, select a range such as cells D1 
to G3 and then type the formula in the 
following way: 


={1,2,3,4;5,6,7,8;9,10,11,12} 


Note that you separate values that appear on 
the same row with commas and values that 
appear on different rows with semicolons. 


One final thing to remember: You must always 
select the number of cells into which you want 
to place array values before you start typing the 
formula, and you must select as many cells as 
you need. If you select too few cells, Excel does 
not display all your array values. If you select 
too many cells, Excel displays #N/A in the cells 
for which no array values exist. 
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Create an 
Array Formula 


ou can create an array formula to 
simultaneously perform the same operation on 

multiple cells. Using an array formula 
eliminates the need to create a formula and then copy 
and paste it in adjacent cells. For example, suppose 
your worksheet lists a series of quantities and 
individual prices, and you want to know the product 
of the quantity times the price for each item in the list. 
You could create a formula that multiplies the quantity 
times the price and then copy it to the appropriate 
cells. However, using arrays, you could create one 
array formula that Excel automatically enters into all 
the cells, thereby calculating the values you need for 
all the listed items. 


Create an Array Formula 


@ Set up your worksheet to 
include the information 
you need to make your 
calculation. 








This example calculates 
Total Per Person for tickets 
sold at various prices. 


® Select the cells in which 
the array formula should 
appear. 


Note: Select the number of 
cells in which Excel will display 
values. If you select too few 
cells, Excel does not display all 
the values. If you select too 
many cells, Excel displays #N/A 
in the cells for which no values 
exist. 
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When you enter an array formula, you select all the 
cells into which you want Excel to enter the formula. 
The size of your selection must match the size of 
ranges you will use in the calculation. For example, 
suppose you plan to use two columns of data that 
contain ten values each in the array formula. In the 
location where you place the array formula, you must 
select ten cells in a columnar fashion. You must press 
Ctrl+Shift+Enter to store an array formula. 


A B 


1 Tickets Sold 
~ Name Quantity Price Total Per Person 
4 oe 
Jim a 
Bab 10 ae 
Mary a2 


Harvey 3 
Caral 

Rosle 

Debra 

(sayle 

Barbara 


B 
1 Tickets Sold 


~ Name Quantity Price Total Per Person 
4 


10 





@ Type the formula. 


In this example, type 
=B3:B12*C3:C12. 


Note: Instead of typing cell addresses, 
you can use the mouse to select the 
cells you want to include. 


@ As you type, the formula appears 
in the Formula Bar and the first 
selected cell. 


0 


Press Ctrl+Shift+Enter. 


The result of the formula 
appears in each of the cells you 
selected in step 2. 


Excel displays the formula you 
entered in the Formula Bar. The 
same formula appears in each of 
the cells you selected in step 2. 


Excel adds curly brackets ({ }) 
that you did not type to the 
beginning and the end of the 


formula. 


Can i change an array 
formula? 


contain the array formula. 
Then, press F2 or click in 
the Formula Bar and make 
the changes you want. Be 
sure to press 
Ctrl+Shift+Enter to 
complete the editing 
process. You can use this 
technique to add rows of 
data to an array 
calculation. Insert the 
information at the top or 
bottom of the current list 
of values. Then, edit the 
formula to expand the 
array formula. 


CHOOSE 
A B 
1 Tickets Sold 


Price 


1 Tickets Sold 


2 Name Quantity Price 


Is there a quick way to 
select an array? 


w Yes. Click any cell that is 
part of the array formula. 
Then, press F5 to open the 
Go To dialog box. In the 
Go To dialog box, click the 
Special button to open the 
Go To Special dialog box. 
Click the Current Array 
option and then click OK. 
Excel selects the entire 
array. 


+(" KW & 


Total Per Person 


Why did Excel calculate 
only the first value in the 
range after I entered the 
array formula? 


w You might have selected 


only the first cell of the 
range that you wanted 
Excel to calculate. In this 
case, Excel creates the 
array formula in only one 
cell. You might also have 
selected all the cells that 
you wanted Excel to 
calculate and then pressed 
Enter instead of pressing 
Ctrl+Shift+Enter. 


=BaBl2* e212 
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Using the SUM Function 
in an Array Formula 





ou can use any of Excel’s built-in functions in 

an array formula. For example, you can 

calculate the total dollar amount of tickets sold 
for all salespeople at all prices without calculating each 
individual salesperson’s sales or the individual sales at 
a given ticket price. You can also calculate the 
maximum or minimum change between two sets of 
numbers or you can count the number of characters 
in a range. The list is virtually endless, so the example 
in this section shows you how to use the SUM 
function to simultaneously multiply two sets of values 
and then sum their products without calculating the 
individual products first. For more on the SUM 
function, see Chapter 10. 


As you read in the section “The Basics of Formulas in 
Excel” earlier in this chapter, every Excel function uses 
arguments, which are the cell references or constants 
that you want Excel to use when making the 
calculation. When you use a function in an array 
formula, the arguments you use must contain the 
same number of values. That is, if the function requires 
two arguments and you use B2:B45 for the first 
argument, the second argument should include at 
least 43 cells in another column. 





Using the SUM Function in an Array Formula 





@ Set up your worksheet to 
include the information 
you need to make your 
calculation. 


This example calculates 
total dollars for tickets 
sold, regardless of who 
sold them or the ticket 
price. 


& Click the cell in which you 
want the array formula to 
appear. 


® Type =SuUM(. 


® Select the cells that make 
up the first part of the 
argument for the function. 


This examples uses cells 
B3 to B12. 


©) Type *. 
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A E 
Tickets Sold 


Name Quantity Price 

Jane 4 $32.00 
Jirn 5 $30.00 
Jirn 10 $32.00 
Mary $32.00 
Mary $30.00 
Carol $32.00 
Debra $32.00 
Debra $30.00 
Gayle $30.00 
Barbara $32.00 


Total $ Sold 


E 
Tickets Sold 


Hame 
Jane 
dir 
dir 
Mary 
Mary 
Carol 
Debra 
Debra 
(sayle 
Barbara 


Total $ Sold |=SUM(B3S:612* <9 


SUMtnumberL, [purnber?], ...) 


© Select the cells that 
make up the second 
part of the argument 
for the function. 


This example uses cells 
C3 10'CiZ, 


©@ Type ). 


© Press Ctrl+Shift+Enter. 


@ The result of the 
formula appears in the 
cell you selected in 
step 2. 


@ Excel displays the 
formula you entered in 
the Formula Bar. 


Excel adds curly 
brackets ({ }) that you 
did not type to the 
beginning and the end 
of the formula. 


A B 
Tickets Sold 


Name Quanti 
Jane 
Jirn 

Jirn 
Mary 
Mary 
Carol 
Debra 
Debra 
(sayle 
Barbara 


Tickets Sold 


Name Quantity Price 


Jane 4 
Jirn 

Jirn 

Mary 

Mary 

Carol 

Debra 

Debra 

(sayle 

Barbara 





b2.00 
$30.00 
b2.00 
b2.00 
$0.00 
b2.00 
b2.00 
b3U.00 
b3U.00 
po .00 


Total $ Sold 34028 








Can I convert an array 
formula to a regular value? 


w Yes. Select the cell 


Can I convert an existing 
list of information into an 
array formula at a different 


Can I convert an array 
formula that contains cell 
references into an array 


containing the array 
formula and then click 
Copy ([2 ). Then, without 
selecting another cell, click 
the drop-down arrow ([-]) 
below the Paste button to 
display a list of choices. 
Click any of the Paste 
Values buttons; Excel 
converts the array formula 
to the value it previously 
calculated. You can click 
[ to redisplay the array 
formula. 


location in the worksheet? constant without cell 


w Yes. Suppose your list 


references? 


appears in cells B2 to B10. 
Select as many blank cells 
as you have list items. 
Make sure you select the 
same shape; that is, if your 
items appear in a column, 
select blank cells in a 
column, such as cells D2 to 
D10. Type = and then 
select the constants. Press 
Ctrl+Shift+Enter; in cells D2 
to D10, Excel enters the 
array formula {=B2:B10}. 


w Yes. Suppose you want the 


array constant to appear at 
the same location as the 
array formula. Select the 
cells that contain the array 
formula and then press F2 
to edit the formula. Then, 
press F9; Excel converts all 
cell references to the values 
displayed in those cells. 
Press Ctrl+Shift+Enter to 
store the array constant. 
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Sum 
Numbers 


ou can use the SUM function — probably the 
most commonly used function — to quickly 
add a group of numbers. This function is used 
so often by so many people that Excel displays two 
buttons for it on the Ribbon: one on the Home tab 
and one on the Formulas tab. Although the one on 
the Home tab is called the SUM button and the one 
on the Formulas tab is called the AutoSum button, 
they both work the same way. 





The SUM function uses the format =SUM(arguments). 
Arguments are parameters (such as a range containing 
values) that Excel needs to make a calculation. The 


@ Click the cell in which you 
want to store the 
function. 


® Click the Home tab. 





SUM function requires and typically uses only one 
argument — the range to add — but you can add 
several ranges with one SUM function. As you enter 
the function, Excel guesses which cells you want to 
add and outlines the selection with an animated 
dashed border. If necessary, you can select different 
cells to include as the argument by using the mouse 
or the keyboard. 


You can type the function or you can enter it by using 
one of the buttons on the Ribbon. If you type the 
function, you can type it in lowercase or uppercase 
letters. 























@ Click the Sum button ({= ). 





(iw Thawsands) 





lonuary February March = April hviay june Total tales 


1a 
1a 
nes 


@ Excel begins the function. 


@ Excel guesses which cells 
you want to add. 


You see information here 
that describes the syntax 
of the formula. The bold 
portion identifies where 
you are in the process of 
building the formula. 


® If Excel guesses correctly, 
press Enter. 
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Total tales 


fuprll lay 
12 I 
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Note: If Excel guesses ee 
incorrectly, select the cells : woes 
with the mouse or with the ‘ an ee nee re em ” une = Total Sales 
5 Gadgets a9 '63 179 i 
keyboard and then press : : ye 
Enter. See Chapter 4 for p 
more on selecting cells. . 
t2 
. "i 
Excel displays the result i 


of the formula in the 
cell you clicked in ta 
step 1. a 


@ Click the cell you 
selected in step 1. 


e Excel displays the ; pie vas aia ee sel 


function in the : a i = -* = 
Formula Bar. e 





> ai~w 

















“Can L use the SUM function to add values Why do I see pound signs (#) in a cell that 


in noncontiguous cells? contains a SUM function? 

w Yes. Complete steps 1 to 3. If Excel correctly ‘w Excel displays pound signs in any cell — not 
guesses the first range you want to include just cells containing formulas or functions — 
in the sum, reselect that range. Then, type when the cell’s column is not wide enough 
a comma (,) and select the next range you to display the contents of the cell, including 
want to include in the sum. Repeat this the cell’s formatting. For example, you 
process of selecting ranges and separating might be able to see three-digit values that 
them with commas until you have selected you entered in some cells in column C, but 
all the ranges you want to include in the in others, Excel displays pound signs. If this 
sum. Each range you select is an argument, occurs, then you probably applied different 
and you can include up to 255 ranges in formatting to the cells displaying the pound 
the sum. When you have selected all the signs than you applied to the cells 
arguments, press Enter. A SUM function containing the values you can see. Widen 
that includes noncontiguous ranges might the column to correct the problem; see 
look like =SUM(B2:B4,M6) or Chapter 5 for more. 
=SUM(D7,C5,G6). 
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Calculate 





a Running Balance 


ou can create a formula to calculate a running 
balance. You can use a running balance in 
many situations. For example, you can use a 
running balance formula to keep track of your 
checkbook balance or to keep track of inventory levels 
based on inventory received and sold. Attorneys can 
use a running balance to keep track of funds deposited 
and withdrawn by clients. 





You use the SUM function to keep track of a running 
balance, but the formula uses multiple arguments. The 
formula for a running balance must account for the 
previous balance (or the opening balance), additions 


Calculate a Running Balance 





@ Set up the worksheet so A 
you have columns for the Date 
date, deposits you make, 
the numbers of the checks 
that you write, the 
amounts of the checks, 
and a column to hold 
your running balance. 


Q Click the cell where the 
running balance will 
appear. 


oa/2O0F 
o/2/200? 
a/a/2O0F 
o/b /200? 
ave/ZO0F 
o/b /200? 
oe/200% 


© Type =B2-D2. 


Note: This formula establishes 
the opening balance by 
subtracting checks from 
deposits. 


@) Press Enter or click [7. 


a/a/200F 
ov2f200? 
ava/200F 
o/b /2007 
ove/200F 
ave/200% 
ove/200F 
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b400.00 “UBS 


$200.00 205? 
$100.00 


b400.00 “UBS 


to the balance, and subtractions from the balance. So, 
in a formula that uses the SUM function to track a 
running balance, you typically see three arguments. 


You can use a variation of the running balance formula 
to calculate a running total. You can use a running 
total formula to calculate additions but not 
withdrawals. For example, you could use a running 
balance to keep track of the balance in a savings 
account into which you make deposits throughout the 
year without withdrawing money in order to save for a 
specific item. 


B e 
Deposits Check # Amount 


Running Balane 
2 |e2007 $1,500.00 2066 ¢100 of x 


$200.00 205? 
$100.00 


boul. 


4056 9 htb.46 
4059 $599.45 
4UbU = f45.6/ 
4061 = $32.46 
peo.d2 


Running Balan 
0,=62-D2 ——_ 8 


boul. 


4056 9 htb.46 
2059 $599.45 
4060 = $46.6? 
4061 = $32.46 
p2g.d2 
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@ Excel makes the 








calculation and displays 















A 
the result in the cell 1 Date Deposits Check # Amount Running Balance 
you selected in step 2. 2 8/1/2007 $1,500.00 2056 $100.00/ $1 400.00; = 9 
| 3 | 8/2/2007 $200.00] 2057 =SUM(E2 B3 -D3)| 
© In the cell below the 4 8/2/2007 $100.00 I 
one you selected in oe 23/2007 ca A 
6 8/6/2007 2059 $599.45 
step 2, type 7 8/6/2007 2060 $45.67 
=SUM(E2,B3,-D3). 8 8/6/2007 2061 $32.48 
9 8/6/2007 $400.00 2062 $2892 


© Press Enter or click 7%. | 10 


©@ Click the cell 12 
containing the formula 13 
you entered in step 5. 














@ Excel displays the E3 v fe | =SUM(E2,B3,-D3) <<—__® 
formula in the A B C D E F G H 
Formula Bar. | Date Deposits Check # Amount Running Balance 

| 2 (6/1/2007 $1,500.00 2056 $100.00 $1,400.00 





@ Drag the Fill handle fee 22/2007) $200.00) _ 2057 
down (£2 changes | 4 8/2/2007 —- $100.00 

| J 5 | 8/3/2007 2058 

to [FE ). 6 | 8/6/2007 2059 

| 7 | 8/6/2007 2060 

Excel copies the | 6 | 8/6/2007 2061 

formula down the 9 862007 $400.00 2062 
column. ve 
. 12 | 
Each time you enter a M3) 
deposit or check, Excel =| 44 
updates the running | 15 | 
balance. 2 
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‘Why do I need a special formula to 
establish the opening balance? 


wv Actually, you do not need to use the 
formula shown in step 3 to establish the 
opening balance. You can use the formula 
shown in step 5 to establish the opening 
balance because Excel ignores cells 
containing text when calculating a SUM 
function. However, using the formula 
shown in step 3 clarifies that the purpose of 
the formula is to establish an opening 
balance. If you prefer to use one formula, 
substitute the formula in step 5 for the one 
shown in step 3. 


How do I create a formula for a running 
total? 


Vv 


The running total formula closely resembles 
the formula for a running balance. 
However, in the formula for a running total, 
you only add values; you do not subtract 
any values. The number of arguments for a 
SUM function that calculates a running total 
depends on the number of different values 
you need to add. For example, if you want 
to track savings account deposits, you can 
set up a worksheet that contains columns 
for the deposit date, the amount deposited, 
and the running total. In Row 1 of columns 
A and B, type dates and deposits. In cell C2, 
type the formula =SUM(B$2:B2). Then, 
copy the formula down column C. 
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Calculate 
a Percentage 


ou can easily calculate a percentage in Excel. 

As you may recall from high school math, a 

percentage identifies the portion of the total 
represented by one value. For example, if you sell 
three products, you may want to calculate each 
product’s percentage of total sales to determine which 


of your products is selling best. 





When you calculate a percentage, you typically start 
with a fraction. You divide the top number in the 
fraction, called the numerator, by the bottom number 
in the fraction, called the denominator, to obtain a 
decimal value. You then multiply the decimal value by 
100 to obtain the percentage value. 


bee Colt Fl Cea We) 1 Le 


@ Click the cell in which you 
want to store the formula. 


& Type =. 


® Click the cell containing Widgets 
the value that should Gadgets 
e value that shou Sedgets 
serve as the numerator of Total Sales § 
the equation. 
@ Type /. 


® Click the cell containing 
the value that should 
serve as the denominator 
of the equation. 


© Press F4 to convert the 


Widget 
cell reference to an ~Oners 


Gadgets 
absolute reference. Sedgets 


Total Sales § 464 § 407 527 


@ In the formula, Excel 
inserts dollar signs ($) 
before the column letter 
and the row number of 
the cell you clicked in 
step 5. 


@ Press Enter or click [7. 
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When you calculate each product’s percentage of total 
sales, you use the individual product’s sales as the 
numerator and the total sales for all products as the 
denominator. Excel makes the process a bit easier; 
although you still divide the product’s individual sales 
by the total sales for all products, instead of 
multiplying by 100, you apply the Percentage format. 
Excel then displays the decimal value as if you had 
multiplied it by 100. 


12/ 14 145 


149 163 179 190 
165 109 


464 $ 437 $3 527 











127 135 
149 163 


165 189 





Excel displays a decimal 
version of the 


E Pearle 





iat 
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Henne ‘Vrewe e@owe 
eth iy a 


percentage. a |o ee ee one 
Paite y |e feel B- S- A+ EB eee c- | ABC Gene! Sip Format Cell | my _ fort Find & 
: . 2a Mig ipeahie format fet Table = Spies = Bl PEA a ee Geiect 
@ Click the cell Stewoad rn Lt fen cats | ting | 
ae te KS =(/* i) =15/6168 a4 ¥ 
containing the formula. I-33 = 5 5 ; 1% | , 


© Click the Home tab. 


@ Click here ([+]) to 
display available 


number formats. 


@ Click Percentage. 





Total Sales £ 25 £ 








@ Excel converts the 
decimal to a 
percentage. 


6 Month Sales F 


January February March | 





day 5 ay : =} S4turde, Mrivary 90, 20) 


Currency 
ial #23 
fia Accounting 
i alti 40.29 


ni Aa 


\45 oem Short bale 
170 ey MTVIIND 


a0) = Long Date 


r | BK, Tas 
) aSo14au 





Pecenbage 
0 1.67% 


l Franibninm 
Z/T 

i 
Srienlair 


10 2NGE-D2 


bhore Mumiber horned 





January February March April May June 


Wriclpets Wy 14 
Gadgets 163 
Serlpets 1e8 


Total Sales 4§ 464 45 


145 


13 


14k 1S! 








Why did you convert the total sales figure 

to an absolute reference in 

step 6? 

w In this example, as in most examples like 
this one, you have more than one item for 
which you want to calculate the percentage 
of the whole. In this example, you would 
want to calculate the percentage of sales 
not only for widgets but also for gadgets 
and sedgets. By making the reference to the 
denominator an absolute cell reference as 
described in Chapter 9, you can accurately 
copy the formula to other cells, such as J6 
and J7 in this example, to calculate their 
percentages of the total. 


Why did Excel initially display a decimal 
value instead of a percentage? 


w By default, Excel applies the General cell 


format to all cells in a worksheet. The 
General format assigns no particular format 
to the cells. So, when you divide, Excel does 
not know that you are calculating a 
percentage and assumes you want to see 
the decimal equivalent solution. You could, 
for example, apply a Fraction format to the 
cell to display the fractional equivalent 
solution to the division operation. Using the 
Percentage format serves only to clarify to 
your reader that the value does indeed 
represent a percentage. 
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Calculate 
an Average 


ou can calculate the average value in a range 
by using the AVERAGE function. For example, 
if you have collected sales data for a product 
over several months, you can then use the AVERAGE 
function to calculate the average for sales during the 
time period. This function works very much like the 
SUM function, discussed earlier in the section “Sum 
Numbers.” The AVERAGE function requires only one 
argument — the range you want Excel to consider 
when calculating the average. If you want, you can 
supply up to 255 additional arguments. 





Calculate an Average \ 


@ Click the cell in which you 
want to store the formula. 


@ Click the Home tab. 


® Click here (EJ) to open 
the Sum menu. 


A) Click Average. 


‘at 







SB oven) = | us) 


Be 





— = 
fe Li 


Anal +/10 =) A a 


2 opie! t- al Custom * # 7 


mA) HE TRE Be: |) 8 He SE SR) Eendilonel Fama 





The AVERAGE function computes the arithmetic mean 
of a range by adding the values in the range and then 
dividing by the number of values that were added. 
Instead of using the simple AVERAGE function to 
calculate the average of the range C6 to H6, you 
could obtain the same results by using this formula: 


=SUM(C6:H6)/COUNT(C4:C8) 


The COUNT function is a statistical function with 
several variations in Excel; you can read about one of 
these variations in the section “Count the Number of 
Cells Containing Information.” 







Creatas HaWh Eber Vows 
—i- 
Formatting = at Table = $F, Average 


hourit Mamiers 











@ Excel displays the formula A 6 : 
and includes a suggested 
range for the argument. 


Vidgets 

(rackets: 144 
Sedgots 1645 
Total Sal § 4 4ha § 


a) De AO ary ee ad Pa 
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SEs ee 


Mar ie 
Min el 
= 
Moré function, {| 
—— | 
Januan FebruaiMarch April May June 
14 & 1525 G5 
83 (1 OFA 
Soe. 
J Ob0 
i G A J | * L M N el 


6 Month Sales Figures for 2007 


(in ‘Theausancds } 


Januar PFebruarMarch Anil Mav June ‘Total Sal Average Sales 


179 ou 1H 13h = 361 LF | AWERAGEtrumber L, [ambert] | 


2d 13o 160) 1 ee ee 
of & 5819 § Sa § S59 4 fri 


eee eee 
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Working with Common Formulas 


© If Excel guesses 
correctly, click [¥ . 





@ If Excel guesses 


incorrectly, as it did in (Loo “Vhouscarocls } 
Januar FebruatMarch April Mav 


this example, select : , 
the correct range to adgets = 183 190 198198 | fixe 4 
average and then Le BS | a | IES 
click |v. 








The average for the 





J5 v¥¢@ fe | =AVERAGE(CS:H5) <&—— 
selected range appears A : C 0 : F G - J K L 
in the cell you selected | 
: y ? 6 Month Sales Figures for 2007 
In step I (in ‘Thousands ) 





January\Februar March April May 
Widgets 136 146 
Gadgets 163 
Sedgcts 


|= 


Excel displays the 
formula in the Formula 
Bar when you select 
the cell you selected in 
step 1. 


n 


|S + S/o| o | ~|or} 











I decided to try typing the function. When When typing the AVERAGE function, | 


noticed the AVERAGEIF function. What 
does this function do? 


w The AVERAGEIF function calculates a 


I did, why did Excel suggest some 
functions that seemed to match my 


typing? 


w You experienced Excel’s Formula 
AutoComplete feature. Whenever you type 
an equal sign (=) followed by some letters, 
Excel tries to help you select a function. You 
can press the down arrow key to highlight 
the function you want to use and then 
press the Tab key to select the function. 
Excel enters the function name and an 
opening parenthesis. You can then continue 
typing the formula by entering its 
arguments and typing the closing 
parenthesis. 


conditional average that depends on only 
one criterion. For example, suppose your 
worksheet contains bakery sales by item. 
The data appears in the range A1:D50, and 
you list the item sold in column A, the 
quantity sold in column B, the selling price 
in column C, and the total sale price in 
column D. You want to know the average 
number of sales for chocolate chip cookies. 
If the first chocolate chip cookie entry 
appears in cell A2, you can use this 
AVERAGEIF function: 


=AVERAGEIF(A1:A50,A2,B1:B50) 
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Determine 
a Maximum Value 





ou can calculate the maximum value in a range 
by using the MAX function. For example, 
suppose you have collected sales data for a 
product over several months. You can use the MAX 
function to determine the highest sales that occurred in 
the time period for which you have collected data. Or 
suppose you have collected data about home prices in 
a particular neighborhood. You can identify the most 


The MAX function works very much like the SUM 
function (discussed earlier in the section “Sum 
Numbers”) and the AVERAGE function (discussed in 
the preceding section “Calculate an Average”). The 
MAX function requires only one argument — the 
range you want Excel to consider when determining 
the largest value in the range. If you want, you can 
supply up to 255 additional arguments. 


expensive home by using the MAX function. Or 
suppose you teach a class at the local junior college. 
You can use the MAX function to find the highest score 
for each test you give to your students. 


Determine a Maximum Value 


@ Click the cell in which you 
want to store the formula. 


@) Click the Home tab. 


® Click here (FE) to open 
the Sum menu. 


® Click Max. 


@ Excel displays the formula 
and includes a suggested 
range for the argument. 
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More Functions 


January FebroarMarch April May June Total Sali Maximum Sales 
12F 135 1s i 1 Vat § 
144 ibs iva = 19% tH § OF: 
a g 1 183 3 1.110 
S00 § S63) 3 3060 


a 





a 


dire Total Sale Maximum Sales 


156 $1,074 [ MGinamber sd, [number], | 
16 $110 


Dest) 
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© If Excel guesses 
correctly, click [¥ . 
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1 
If Excel guesses 2 6 Month Sales Figures for 2007 
incorrectly, you can 3 
select the correct range Januar Februar March April May June Total Sal. Maximum Sales | 
° 5 | Widgets ae Then 
wf = a 
and then click Iv. 6 Gadgets 1g 163 179 190 195 198° § 1,074 | MAX(number1, [numberz], ...) | 
? Sedgcts 1b 18y ag 14 TRU 13 $1,110 
8 Total Sal § 464 § 487 § S23? $ 519 § 4530 § 533 $ 3,060 
9 
10 
11 
12 | 
The maximum value a : fe | =MAX(CSH5) <&———— 
for the selected range = © 2 / © 0 : ‘ 
appears in the cell you 2 6 Month Sales Figures for 2007 
selected in step 1. 3 
4 Januar Februat March April May June Total Sal- Maximum Sales 
Excel displays the ea Widgets 177 175 188 179 146 1? § 07h 152 | 
formula thet 6 Gadgets 1g 163 179 190 195 198 § 1,074 
ormula In the rormuta ? Sedgects 1h 18y As 19 THU 13 $1,110 
Bar when you select a Total Sal $ 464 § 487 $§ #527 § 519 § 53 $ 533 § 3,060 
the cell. 9 


How would I specify more 
than one argument for the 
MAX function? 


v 


After you select the range 
you want to use for the 
first argument, type a 
comma (,). Then, select 
the next cell or range that 
you want to include as an 
argument for the function. 
Continue this process, 
separating arguments with 
commas, until you have 
selected all the cells you 
want to include as 
arguments. Then, click [~ 
or press Enter. 


The maximum value that 
Excel returned for the 
selected range seems high 
to me. What did I do 
wrong? 


v 


Review the range you 
selected for Excel to 
evaluate and ensure that it 
does not include a “totals” 
value. In the example in 
this section, Total Sales 
appears in column I. 
Including column | in the 
range that Excel uses to 
determine the maximum 
value artificially inflates the 
values in the range. 





Is there a way to use the 

MAX function to find the 

second-biggest value in a 

range? 

w No. But you can use the 
LARGE function, which 
uses two arguments. The 
first argument identifies 
the range you want to 
evaluate, and the second 
argument identifies the 
hierarchical order of the 
value you want to identify. 
Suppose your values 
appear in the range 
D1:D25. You can use the 
following formula to find 
the second-largest value in 
the list: 
=LARGE(D1:D25,2). 
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Identify 


a Minimum Value 





ou can calculate the minimum value in a The MIN function works very much like the SUM 

range by using the MIN function. If you have function (discussed earlier in the section “Sum 

collected house prices for a particular Numbers”), the AVERAGE function (discussed earlier in 
neighborhood, the MIN function is the tool to use to the section “Calculate an Average”), and the MAX 
find the least expensive house in the neighborhood. function (discussed in the preceding section 
Or if you have collected sales data for a product over “Determine a Maximum Value”). The MIN function 
several months, you can use the MIN function to requires only one argument — the range you want 
identify the lowest sales that occurred in the time Excel to consider when determining the largest value 
period for which you have collected data. Or you can in the range. If you want, you can supply up to 255 
use the MIN function to find the lowest test score for additional arguments. 


each test you give to the class that you teach at the 
local junior college. 


Identify a Minimum Value * 





@ Click the cell in which you 
want to store the formula. 










ade Peamilas Grats Heyeee Whew 





s 7) | -, F. joe! et Sestuiert= [Es 
Arial *|i0 - AA lee Se al Cuitom = J; oy = ——— 
4 ' t a Pe : 3 Gelele + rE wut 
1 : « | thy : ¢ id - og |e Conditional Fomrk € a 
@ Click the Home tab. gt | Ov Ae) we we ate | Bw + asc Sonate Feet St | ecm || er 


nit 


ourit Mummers 








® Click here (EJ) to open - E 
the Sum menu. aa hinder. 
@ Click Min. Januan FebruaiMarch April May June 
Tar Ws 144 1a ae loz °F 
149 a 9 9 8.3 (10rd 
IBS 
A B c o E r & H J i L M ia 


@ Excel displays the formula 
2 6 Month Sales Figures for 2007 


and includes a suggested ; ear hase) 
range for the argu ment. ae Januar FebruarMarch Anril Wlaw dure Tatal Sal. Minimum Sales 
5 Widgets 
5 (raclpotss 144 Th 1a 1) 145 14H § 1 ra | MIN Gu mleer 1, beurnberd |, i} | 
ri | Sedgots 1S Ted uly 1a 1G td 3 1110 
5 Tatal Sal 4 aed § nih 6 6§ Ay of aia & Sa) § Sai 5 4 Fi 
a ; 
iu 
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correctly, click [¥. 


If Excel guesses 
incorrectly, you can 
select the correct range 


to average and then Widgets 


19] 02) op jen | |) = 





January FebruarMarch April May 









June ‘Total Sal: Minimum Sales 
SSIS: HI 


179 190 198 | £ 410F4 : MiNinumbert, [nuriber2], 
and 10 $ 4,410 


2,060 























F G H | J K 


6 Month Sales Figures for 2007 


; Gadgets 149 
click Ca Sedgets 1G 
10 
V1 
12) 
The minimum value for _ ~§ 
the selected range a . 7 
appears in the cell you 2 
selected in step 1. 3 
4 
Excel displays the 5 | id; 127 138 
B 149 163 
formula in the : or 
Formula Bar. 3 
q 





Can I find the five smallest values in a list 


by using the MIN function? 


Ww You can use the MIN function to find the 
smallest value and then create four formulas 
by using the SMALL function to identify the 
next four smallest values. The SMALL 
function uses two arguments: the range you 
want to evaluate and the hierarchical order 
for the value you want to find. If your 
values appear in the range D1:D25, you 
can use the following formula to find the 
second-smallest value in the list: 
=SMALL(D1:D25,2). To find the 
third-smallest value, use the formula 
=SMALL(D1:D25,3). The formulas 
=SMALL(D1:D25,4) and =SMALL(D1:D25,5) 
return the fourth- and fifth-smallest values, 
respectively. 


Januar Pebruar March April 





145 149 , 152 
179 130 198 
19n 1m 








Can I use the SMALL function instead of 
the MIN function to find the minimum 
value in a range? 


w Yes. Set up the SMALL function to identify 
the range you want to evaluate and use “1” 
as the hierarchical order number. For 
example, if the range of numbers you want 
Excel to evaluate appears in the range 
D1:D10, use the following formula to find 
the minimum value: =SMALL(D1:D10,1). 
The formulas =MIN(D1:D10) and 
=SMALL(D1:D10,1) are equivalent formulas. 
Both formulas return the smallest value in 
the range D1:D10, and you can use them 
interchangeably. 
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Calculate 





a Conditional Sum 


ou can calculate a conditional sum to sum 
only certain cells in a range. When you 
calculate a conditional sum, you establish 
criteria for Excel to use when selecting cells to include 
in the calculation of the sum. 





For example, suppose your worksheet contains boxes 
of Girl Scout cookies sold and you update the 
worksheet daily, so column A includes multiple entries 
for any particular type of cookie. In addition to the 
type of cookie, you list the quantity sold in column B, 
the selling price in column C, and the total sales in 
column D. You want to know how many boxes of 





Calculate a Conditional Sum 





@ Click the cell where you 
want to display the 
conditional sum. 





Thin Mints you sold, and Thin Mints appear multiple 
times in the range with different quantities and total 
sales. You can calculate the number of Thin Mint sales 
by using the SUMIF function. 


You can set up multiple SUMIF functions to calculate 
total quantities sold for each type of cookie. You can 
also use the SUMIF function to calculate a conditional 
sum if you have only one criterion to specify. If you 
want to specify multiple criteria for Excel to use to 
select cells to include in the range that you sum, you 
can use the SUMIFS function. 





® Click the Formulas tab. ol . f : 
A A p 0 c F 3 M ! j k L an 
. ° 1 Cookle Quantity Price/Box Total $ Total Boxes of Thin Mints 

© Click Insert Function. a aa 

7 Caté cookies ; 4.00 $12.00 

4 | Canwheetls 4.00 $20.00 

5 Onna-Spins 4.00 $28.00 

& Thin Mints 4o0 $24.00 

? Tagalongs 2 400 $37.00 

§ (00-4i-00's 400 $20.00 

5 Trefors 4,00 $24.00 

10 Lemon Chalet Cremes 4,00 $36.00 

ll Lemornedes 400 £32.00 

12 | Daisy Go Rounds 400 $12.00 

1) Samoa ¢ 4,00 £24.00 

14 Do-Si-Do's 10 4.00 $40.00 

The Insert Function dialog oy vee __ aaa _ Sena 

16 Lemon Chalet Cremes $ 4.60 $36.00 

box opens. 17 Lemonades ‘ 4.00 $94.00 

18 (Daisy Go Rounds ; 4,00 $12.00 

: S 19 Samoas ‘ 400 $20.00 

® Type a description here of 20 | Chocolate Chip 400 $32.00 

° 21 Café cookies 4.00 $8.00 

the function you want to use, 32 | canwheets 9 4.00 $36.00 

e,e 23 Onne-Spens 4.00 $28.00 

such as conditional sum. Se tan aares = er 

25 | Tagalongs ti 400 $4400 
© Click Go. h 
44> Mt Sheet! «Sheet? heet3 3 a rT j 


@ Excel lists suggested 
functions here. 


© Click SUMIF. 


Select a furetiog 


@ A description of the selected eed 
function appears here. ‘eenecare 
Isueecopy2 


©@ Click OK. 





On select 8 Category: Recommended 





SUMIN (range .crReriasum_range) 
ea Acdkis ther calle cpecifiec by a gevert condition oF crterss. 


8) In the Function Arguments 
dialog box that opens, click 
here. 


© In the worksheet, select the 
range containing the data you 
want to sum, including labels. 


@ Click here in the Function 
Arguments dialog box, and in 
the worksheet, click the cell in 
column A containing the label 
of the item you want to sum 
conditionally. 


@ Click here in the Function 
Arguments dialog box, and in 
the worksheet, select the 
column that you want to sum 


conditionally, including its label. 


Note: This example sums Quantity 
sold. 


The result you can expect 
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ail) Cg I 0 








GI 


8 c 





4.00 


oo Sheetl Geet eet? 





kh sumer 


Price ox Total § 


(ALDI75,46,859825) 


0 E F | G - | j nq i = 


? 
Total Hoxes of Thin baints fi BIS) | 


a! 









Adds the calls specified by 8 gven condben of ote 
Range is the range of cobs you wart evaluated 











_ + a 
1 Cookie 

2 Chorelste Chip 

a Cate motes 

4 Cartwheets 

§ Cirra-Spirs 

G Thurs herite 

? | Tagalorigs 

6 (Do-8-Do's 

5 Trefovls 

10 Lenor Chalet Crome: 
LL Lemonedes 

12 Daisy Go Round: 


a C 


Quantity Priceiox Total § 


4.00 
4.00 
4.00 
4.00 
+ 4.00 
: 4,00 
4.00 
400 
4.00 
& 4.00 
4.00 











D E F Pg oo j j x t 

Total Hoxes of Thin Mints 
$4.00 

$1.00 

$20,00 

$20.00 

$24.00 

$52.00 

$20.00 

$24.00 

$36.00 

$32.00 


$22.00 


13 (Samoas 

14 00-5) 00's 

15 Trefoils 

16 Lemon Chalet Gremes 


appears here. 
@ Click OK. 


Excel displays the result of the 
formula in the cell you selected 
in step 1. 


17 Lemonaces 

18 Daisy Go Rounds 
19 Samoas 

20 (Chocolate Chip 
D1 Cate cookies 

22 Cartwheets 

23 | Creia-Spirs 

24 Tht Merits 

25 Tagulorigs 





@ When you select the cell 
containing the formula, it 
appears in the Formula Bar. 


4 oe © Sheetl Geet? eet). = 


400 $2400 
400 $40.00 
4.00 $48,00 
400 $36.00 
4.00 $3400 
4.00 $12.00 
4.00 $20.00 
400 $92.00 
4.00 $0.00 
4.00 $26.00 
4.00 $20.00 
4,00 $60.00 
400 $4400 








‘In step 11, why did you select column B 
instead of column D? 


w Selecting column B returns, as the 
conditional sum, the total number of boxes 
sold of a particular type of cookie. To see 
the total dollars associated with the sale of a 
particular item, you would select column D 
instead of column B. Excel would return 
dollar sales instead of quantity sales as the 
result of the conditional sum. And, of 
course, you can set up conditional sum 
calculations for both quantity and dollars. 


Can I calculate a conditional sum using 
more than one condition? 


w Yes. Use the SUMIFS function, which first 
appeared in Excel 2007. To use this 
function, set up criteria — as many as you 
want — and then specify the range 
included in the calculation, the range 
containing the criteria, and each criterion in 
the range that you want to use. 
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Round 
Values 








ou can use the ROUND function to round the The ROUND function takes two arguments: the 
fractional portion of a value up or down to as number or the cell containing the number to round 
many digits as you specify. Also, while you can and the number of digits to which you want to round 


format the number to display only two digits — and the number. The ROUND function rounds up or down 


Excel properly rounds the displayed value — when 
you use the value in a calculation, Excel uses the 
original number stored in the cell, which can affect 


the results of the calculation. 


However, you can change the way Excel stores the 


depending on the number being rounded. If the 
number being rounded is between 0 and 4, Excel 
rounds down. If the number being rounded is 
between 5 and 9, Excel rounds up. 


There are also two variations of the ROUND function 


number by using the ROUND function, and because that you can use to control the direction in which 
Excel uses the values stored in the cell for calculations, Excel rounds: ROUNDUP and ROUNDDOWN. 


rounding can affect your calculations. 


Tey] Values < 


@ Click the cell in which you 
want to store the 
function. 


® Click the Formulas tab. 
@ Click Insert Function. 


The Insert Function dialog 
box opens. 


® Type a description here of 
the function you want to 
use, such as round or 
rounding. 


@ Click Go. 


@ Excel lists suggested 
functions here. 


© Click ROUND. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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Home Insert Page Layout Formulas View 


nd 
fe = Autosu § Logical ~ §\ Lookup & Reterence + Gy 3 Detine Name * 
u> (A Text - 6B Meth & Trig - f Use in Furmule 


i 
Insert 2 Name 
Function & Financial ~ & Date & Time ~ i More Functions ~ Manager BE? Create from Selection 


Function Library Defined Names 





B 





| Cc D E 
1 Original Value 156.847563 2734,493582 
eal Rounded to 1 Decimal Place 156.8 


3 Rounded to 2 Decimal Places 156.85 
4 Rounded to 3 Decimal Places 156.848 








5 Rounded tu 4 Decimal Places 156.8476 
6 RoundedtoS Decimal Places 156.84756 
> 
3 
3 
10 
Insert Function Toles 
Search For a hunetinn: 
Q — xx —_9 
Or select a category: | Recommended [=] 





RUUAD number num _cigits) 


Ope pric a nurtier bo a anecifead niuinmber ot cligihs 


Helu ure Ute Furr tion) C7 er Cancel | 
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The Function is B c o r H J k L 
: 1 Original Value 156.047562 2734.499502 
Arguments dialog box Z {Rounded tot Dearmal Place iseafino(cr.1) | 
opens. a Rounded bo ? feormal Macs 156.55 
4 (Roundedto 2 0eomal Plates 156, F418 
© li h & Roundedto4QecimalPiaces 156.0476 
C ick ere. & RoundedtoSQecmal Places 156,0475¢ 
7 
© Click the cell in the : Funcilon Arguments” 
worksheet containing %0 ‘re 9 a 
él = Taxa? 
the number you want :s ome ‘=~ ©. 
to round. ta = 2mMS 
a Rounds @ qutaber bo 6 epectied rumier of cigs 
@ Click here and then ie Men Ent hedaman eee 
type the number of a | = 
digits you want to is eee 
. =U 45 Bn es ree) 
display. 21 
7 
The result you can e 
expect appears here. _ 
cz -¢ fe OUND(Cl,1) << 
@ Click OK. - b C 0 
PE Ortgirval Value 156,847563 2734. 49358? 
Z )Rounded to 1 Decimal Place ise.s[_ 2734, 


Excel displays the result 
of the formula in the 


3 Rounded to 2 Decimal Places 
4 Roundedto 3 Decimal Places 


: § Roundedto 4Decmal Places 
cell you selected In 6 RoundedtoSDecdmal Place 15684756 
step 1. 5 





@ The formula appears in & 
the Formula Bar when 
you select the cell you 
selected in step 1. 


1ob. Fy 
156.040 
156.8476 





What happens if I type a negative number 


for Num_digits? 


w If you type -1, Excel rounds the digit closest 


to the decimal point up or down to the 


nearest value of ten. If you type -2, Excel 
rounds the first two digits to the left of the 


decimal to the nearest value of 100. 


Consider 2734.49. If you set the ROUND 


function argument to -1, Excel returns 


2730. If you type -2, Excel returns 2700. If 


you change the value to 2755.49 and 


round the value with an argument of -1, 
Excel returns 2760. If you use an argument 
of -2 on this number, Excel returns 2800. 


Can | round the value to the left of the 

decimal point? 

‘w When you round the portion of the number 
to the left of the decimal point, Excel 
eliminates all the values to the right of the 
decimal point. Follow the steps in this 
section. In step 10, type O to round the 
digit immediately to the left of the decimal. 


How do 1 use the ROUNDUP and 
ROUNDDOWN functions? 


wv Both functions take the same arguments as 
the ROUND function. In step 4, type round 
up or round down to find the correct 
functions. The ROUNDUP function always 
rounds the value up, and the ROUNDDOWN 
function always rounds the value down, 
regardless of the value. 








Count the Number of Cells 


Containing Information 


ou can count the number of cells that contain 
values or dates in any range you specify by 
using one of several counting functions 
available in Excel. Suppose your worksheet contains 
names of students and their associated test scores. You 





may want to count the number of students in the A1:A10. 


worksheet to make sure you entered all their names. 
Or you may want to count the number of test scores 
in the range. Or you may want to count the number 
of blank cells in the range to identify missing test 


scores. 


based on conditions that you specify. 


Count the Number of Cells Containing Information 





@ Click the cell in which you 


want to store the function. 


@ Click the Formulas tab. 
© Click Insert Function. 


The Insert Function dialog 
box opens. 


® Type a description here of 
the function you want to 
use, such as count or 
counting. 


@ Click Go. 


@ Excel lists suggested 
functions here. 


© Click COUNTA. 


@ A description of the 
selected function 
appears here. 


©@ Click OK. 
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The COUNT function does not count cells in the range 
that contain text. If the range A1:A10 contains 
numbers, the COUNT function returns the value 10. 

However, if cell A3 contains a word, such as Widgets, 
the COUNT function returns the value 9 for the range 


To count all the cells in a given range, including cells 
that contain text, you can use the COUNTA function, 
as shown in this section. The COUNTA function counts 
all nonblank cells in the range you specify. You can 
also count blank cells only, and you can count cells 


The Function 
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Arguments dialog box 3 en a 
opens. Eiecon 
. B fewuss ” 
© Click here in the ey “ 
Function Arguments Biemonaiit Sa 
7 ) rows ® 74 
dialog box. — . 
16 “Outock 
° 1) ctak 
© Select the range in the Ig icone 
worksheet that you pe 
want to count. Ziovtel 


The result you can 
expect appears here. 


@ Click OK. 


ona ee meee eet 


! 
2 
3 
‘ 
& 
5 
7 
8 
3 


Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


Acanenh 84 
Allen od 
Albere Sad 
Anderson 

Anson a 
Bationm 30 
Barts Bt 
Ourrnet | 


_-& 


Oauyp "4 
Bleck 


@ The formula appears in tec % 
the Formula Bar when prieees 14 


14 Bourboote 
1S Brother 


you select the cell you Ig [outoc 
selected in step 1. 


32 Ftchinson 
34 imnor 


ay Ep 4 4H) Sheets fend, Peet 





: How do I use the COUNT function? 


Ww When you want to count numeric values 
only in a range, you use the COUNT 
function the same way you use the 
COUNTA function. Follow the steps in this 
section. In the example, if you select B1:B34 
as the range to count, Excel returns 30 — 
excluding B1, B11, B18, and B31 because 
they contain text or are blank. You use the 
COUNTBLANK function the same way. 


How do I use the COUNTIF function? 


w The COUNTIF function lets you set 
conditions when Excel counts. You select a 
range for Excel to count and then type 
criteria or select a cell containing criteria. 





a 9 Cc 
Last Mame Midterm Hine 
ea 
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76 Use COUNTELANS f count the numbee of entesing Mid-Term acores ? 
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In the example, the range is C1:C34 and 
the criteria is >=90. Excel adds quotation 
marks around the criteria, so the formula 
reads =COUNTIF(C1:C34,">=90"). 


Can I use the COUNTIF function and 

specify multiple criteria? 

w No. But you can use the COUNTIFS function. 
You set the criteria range twice — once for 
each set of criteria. To count all the test 
scores between 70 and 79, set the first 
range to C1:C34. Then, in the first criteria 
box, type >=70. Select C1:C34 for the 
second range, and in the second criteria 
box, type <=79. Excel enters the formula as 
=COUNMES(G1:C34 >=70) Cle 347-79) 
and then returns the value 10. 
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Create a Frequency 


Distribution 


xcel comes with several very powerful tools 
that are not available by default, but you can 
activate them as add-ins. Throughout this 
book, you will find tasks that use some of these tools. 
For example, Euro currency tools are available as an 
add-in that you activate. 





You activate all the add-in tools by using the same 
technique. You should not need your Office 2010 disc 
when you install any of the add-in tools unless you 
changed the default options when you installed Excel. 
By default, the installation installs the Analysis ToolPak. 


eee Frequency Distribution 





If you opted not to make add-ins available, then you 
will need your Office 2010 disc. If you accepted the 
default installation configuration or you chose to install 
add-ins on first use, then you will not need your Office 


2010 disc. 


You can create five COUNTIFS formulas, as described 
in the section “Count the Number of Cells Containing 
Information,” to count information in cells in an Excel 
workbook. Or you can use the Histogram tool in the 
Analysis ToolPak, which is available as an Excel add-in 
that you activate, to create a frequency distribution. 





Activating the Analysis 
ToolPak 


@ Click the File tab. 


Backstage view appears. 


& Click Options. Hi 


Save & Send 





The Excel Options dialog 
box opens. 


@ Click Add-ins. 
4) Click Analysis ToolPak. 
© Click Go. 
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The Add-Ins dialog box 
opens. 
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When would I use the COUNTIFS function 
instead of the Conditional Sum Wizard? 


Ww COUNTIFS is perfect for calculating a count 
when you have only a few upper and lower 
values to specify. For example, the 
COUNTIFS function works well when you 
want to count all the test scores between 
80 and 89. You select the range containing 
the scores, and in the first criteria box, type 
>=80. You then select the same range 
containing the scores again, and in the 
second criteria box, type <=89. When you 
want to use several ranges, the Histogram 
tool is easier. 


Can I uninstall the Analysis ToolPak? 


w Yes. Repeat steps 1 to 3. The Analysis 
ToolPak appears in the list of installed add- 
ins. Click Go, and in the Add-Ins dialog 
box, click the Analysis ToolPak check box 
(lv changes to ||). Click OK. The Analysis 
ToolPak no longer appears in the Analysis 
group on the Data tab. If you did not install 
the Solver Add-in, the entire Analysis group 
disappears from the Data tab. 





Can I install other add-ins when I install 
the Analysis ToolPak? 


w Yes. In the Add-Ins dialog box, click the 
check box for each add-in you want to 
install (\LJ| changes to ||) and then click 
OK. Each of the add-ins that you install 
appears either in the Solutions group on the 
Formulas tab or in the Analysis group on 
the Data tab. 








[ins 
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Create a Frequency 
Distr ibution (continued) 


ou can create a frequency distribution of 
numbers that counts the number of values 
that fall between two numeric intervals. For 
example, suppose you have a set of numeric test 
scores, and you want to create a frequency 
distribution of the grades so you can assign letter 
grades. In particular, you are interested in determining 
the number of students who scored less than or equal 
to 60, the number of students who scored between 
61 and 70, the number of students who scored 
between 71 and 80, the number of students who 





area Frequency Distribution (continued) 


scored between 81 and 90, and the number of 
students who scored between 91 and 100. A 
frequency distribution gives you that information. 


The Histogram tool counts the number of values that 
fall within a specified group. When you use the 
Histogram tool, you identify the range containing your 
data, the bin range, which identifies the intervals into 
which you want to group the numbers, and an output 
range, where Excel will display the results. Using the 
Histogram tool, you can create both a frequency 
distribution list and a corresponding chart. 





@ Set up your worksheet 
with the values that you 
want to evaluate and a 
bin range that identifies 
the highest number in 
each interval that you 
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box opens. 
® Click Histogram. 
® Click OK. 
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The Histogram dialog 
box opens. 


6 Click here to choose 
the input range in the 
worksheet. 


@ Click here to choose 
the bin range in the 
worksheet. 


© Click here to choose 
the starting cell in the 
worksheet for the 
output range. 


7 Alan a9 
4 Abere 69 
5 Anderson 92 
& Aneon 75 
7 Rratlionas 64 
0 Darets 92 
9 Barnett G2 


73 Dovel 65 
22 Eaton us 


@ You can also click the 
Chart Output check i] a Ls 
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Is there a function that I can use to create 
a frequency distribution if | need to share 
my workbook with someone who uses 
Excel 20037 


w Yes. You can use an array formula. Set up 
your bin range to display two columns that 
represent the lowest grade and the highest 
grade in each range. Suppose you enter the 
lowest values in cells F2 to F6 and the 
highest values in cells G2 to G6, and the 
input range is D2:D27. The array formula 
that you type in H2 would be: {=SUM(($D$ 
230327>—E2) (382 3D 527. G2), 
Remember that you do not type the curly 
braces ({ }); press Ctrl+Shift+Enter to enter 
the array formula. 


If | adjust the numbers in the input range, 


will the frequency distribution 


automatically update? 


w Not if you use the Histogram tool as 
described in this section. If you need to 
make changes to the data that you use to 
create the frequency distribution, you can 
rerun the Histogram tool or you can set up 
formulas that use the new COUNTIFS 
function as described in the section “Count 
the Number of Cells Containing 
Information.” 


When should I click the Labels check box 
in the Histogram dialog box? 


Ww Click this check box to generate labels in 
the Frequency Distribution table only if the 
first row or column of your bin range 
contains labels. 
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Find the Most Frequently 


Occurring Value in a Range 


value — and the median value. The mean value is 
calculated by adding all the values in the list and then 
dividing by the number of values that you added. The 





ou can calculate the mode value of a list of 
values by using Excel’s MODE function. The 
mode value is the most frequently occurring 


value in the list. For example, suppose your worksheet 
contains test scores for students. You may have set up 
a frequency distribution as described in the section 
“Create a Frequency Distribution” to identify the 
number of scores that fell within a particular range. 
You now want to know what score occurred most 


often in the list. 


Along with the mode value, you may want to calculate 
two other common statistical values when evaluating 
the scores: the mean value — also called the average 





median value is the value that appears at the middle 
of a list of values. The mean, median, and mode 
values may or may not be the same. 


The MODE function evaluates only cells that contain 
values and ignores cells containing text. The function 
takes only one argument: the range that you want 

Excel to evaluate. 


Find the Most Frequently Occurring Value in a Range 





@ Click the cell in which you 
want to store the 
function. 


2) Click the Formulas tab. 
@ Click Insert Function. 


The Insert Function dialog 
box opens. 


A) Type a description here of 
the function you want to 
use, such as most 
commonly occurring 
value. 


o Click Go. 


@ Excel lists suggested 
functions here. 


© Click MODE. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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The Function 
Arguments dialog box 
opens. 


© Select the range in the 
worksheet that you 
want to count. 


The result that you can 
expect appears here. 


© Click OK. 


Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


@ The formula appears in 
the Formula Bar. 





How do | calculate the 
mean value? 


‘w You can use the AVERAGE 
function to calculate the 
mean value. This function 
works very much like the 
MODE function, typically 


taking only one argument. 


See the section “Calculate 
an Average” for more. 
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How do I calculate the 
median value? 


‘w You can use the MEDIAN 
function. Follow the steps 
in this section, substituting 
a description of middle in 
step 4. Select the range of 
values for which you want 
to determine the midpoint 
value and then complete 
the rest of the steps in this 
section. 





When would I use 
MODE.SNGL or MODE.MULT? 


w Both MODE.SNGL and 


MODE.MULT are new to 
Excel 2010. MODE.SNGL 
returns the same value as 
MODE; use MODE when 
you need to share your 
workbook with someone 
who uses Excel 2007 or 
earlier. Use MODE.MULT 
when you want to identify 
the most frequently 
occurring value in a vertical 
array of data, where values 
in the array appear in a 
column. 
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Calculate 
a Subtotal 


ou can use the SUBTOTAL function to create a 
variety of different types of subtotals to help 
you evaluate a list of values. For example, 
suppose you keep track of sales of different types of 
cable services sold daily by your customer service 
departments in three locations as well as services sold 
by telemarketers. In addition, you track the type of 
service purchased, the type of customer — new or 
existing — who purchased the service, and the date of 
the purchase. 





To display a meaningful subtotal, you first sort the 
information in the order by which you want subtotals 
to appear. For example, if you want to display 


Calculate a Subtotal : 


Sort the Information 





e e A a 
a Click any cell in the range oe 
you want to sort. 
= . f 
@ Click the Home tab. EDate Amount 
© Click Sort & Filter.  tinand as Pact 
€) In the drop-down list that 4 20cm BOs ramet 
appears, click Custom ig) 120000 —_-3855 rien 
Sort. i ees 
Excel selects the entire Ga) 120009 sas treme 
range, and the Sort dialog 4) 1208 $95 bert 
box opens. a tho 
® Click here ([)) to choose Hy WaN) 8 sae 


the column by which you 
want to sort the range. 


@ You can click here ([-]) to 
sort by other cell 
characteristics. 


@ You can click here ([+]) to 
change the sort order. 


Click OK. 


Excel sorts the range. 
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YOR Phone Livect Sales 





subtotals by date, you must sort the information by 

date. If you want the subtotals to appear by customer 
service branch location, you must sort the information 
by customer service branch location. 


You are not limited to simply subtotaling sums of 
numbers, such as sales dollars. For example, you can 
use the SUBTOTAL function to count the number of 
sales made on a given date. The function can also help 
you calculate the largest sale made on a given date or 
the number of sales made to new customers. 
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Calculate a Subtotal 


a Click the Data tab. 
@ Click Subtotal. 


The Subtotal dialog box opens. 


© Click here ([F)) to choose the field 
by which you want to subtotal. 


@) Click here ([F)) to define the type 
of subtotal. 


© Click the check boxes for the 
fields you want to subtotal 


(| changes to |WJ). 
© Click OK. 
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@ Excel displays subtotals below the 
field that you selected in step 5 


each time the value in the field {3 
that you selected in step 3 i 
changes. 1 









@ Click any subtotal. 


@ The formula appears in the 
Formula Bar. 
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In the SUBTOTAL formula, what is the 
purpose of the first argument, listed as 9? 
w The first argument of the SUBTOTAL 

function determines the function that Excel 
uses to subtotal: 


AVERAGE 
COUNT 
COUNTA 
MAX 
MIN 
FRODUGH 
SDEV 
SDEVP 
SUM 

VAR 
VARP 


—-—-OONDAUNAWDN 


cy 


Can I calculate different types of subtotals 
for the same data? 


v 


Yes. For example, suppose you want to 
calculate the total amount sold on each 
date as well as the number of services sold 
by each branch on each date. Follow the 
steps in the subsection “Calculate a 
Subtotal” to calculate the first subtotal. 
Then, repeat the steps, selecting Branch in 
step 3, Count in step 4, and Account Type 
in step 5. Then, before you click OK in step 
6, click the Replace current subtotals check 
box (|v changes to [L/]). When you click 
OK in step 6, Excel adds another subtotal 
line to the list. 
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Calculate Elapsed Days 


ou can easily calculate the number of days 


between Dates 


¥YV iit you need to know the number of 


days a certain item was on sale to monitor sales during 
promotional periods. You can enter the start and 

end dates of each promotion, let Excel calculate the 
number of days for each promotional period, and then 
sum the promotional days. 





When you enter the starting and ending dates into 

a worksheet, use a format that Excel recognizes as a 
date format. The default date format Excel recognizes 
and assigns to dates that you enter is the short date 





format, which is set up in the Windows Regional and 
Language Options dialog box. When your Regional 
and Language options use U.S. settings, Excel also 
recognizes the following entry formats as dates: 
8-26-10, 8-26-2010, 8/26/10, 8/26/2010, 8-26/10, 
August 26, 2010, 26-Aug-2010, 2010/8/26, Aug 26, 
August 26, 8/26, and 8-26. 


Because Excel stores dates that it recognizes as 
numbers, you can perform various mathematical 
calculations on dates. See the section “View the Serial 
Number for a Date or Time” for more on how Excel 
views dates as numbers. 


Calculate Elapsed Days between Dates : 


i, 


@ Type the starting dates in 
one column. 


® Type the ending dates in 
another column. 
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© Click the cell in which you 
want to store the 
calculation. 


® Type =. 


& Click the cell containing 
the ending date. 
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© Type -. 


OO Click the cell containing 
the starting date. 


@ click 7. 


@ Excel displays the 
number of days that 
elapsed between the 
ending date and the 
starting date. 


@ The formula appears 
here. 


How can I calculate the 
number of workdays and 
exclude weekends from my 
calculation? 


w You can use the 
NETWORKDAYS function. 
This function requires two 
arguments: the start date 
and the end date. If you 
want, you can provide a 
range that contains dates 
of holidays that should also 
be excluded. If your start 
date appears in cell A2, 
your end date appears in 
cell B2, and your holidays 
appear in the range 
G2:G11, use the following 
formula: =NETWORKDAYS 
(A2,B2,G2:G11). 
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The timeframe between 
my dates is much longer. 
Can I display the value in 
months? 


w Yes. Follow the steps in this 
section to create the 
formula with some 
changes. In step 4, type 
=( Inistep) 7, click the cell 
containing the starting 
date and then type ). 
Before performing step 8, 
type /12. Enclosing the 
subtraction in parentheses 
ensures that Excel performs 
the calculations in the 
proper order and calculates 
the subtraction before 
dividing by the number of 
months. 
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Why do I see a date in the 
year 1900 instead of the 
number of elapsed days? 


Ww The cell in which you stored 
the formula is formatted as 
a date. Click the Home tab. 
In the Number group, click 
the drop-down arrow ([-]) 
to choose General to 
display the value of the 
elapsed days. 


I typed “August 26 2010” in 
a formula. Why does Excel 
not recognize it as a date? 


Ww You omitted the comma 
after 26. As a result, Excel 
does not recognize the 
date and treats it as text. 
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Insert Today’s Date 


in a Cell 





ou can quickly and easily enter today’s date in reopen the workbook on August 31, 2010, the cell 
any cell by using the TODAY function. Suppose containing the TODAY function will read August 31, 


you have a worksheet that you update 2010. If you do not want the date to update each 
regularly, print, and distribute copies of to others. By time you open the workbook, you can convert the 
placing today’s date in a cell, you date the worksheet date to a static value. 


so that anyone viewing it knows the date for which 
the information he or she is viewing is valid. 


In addition to the TODAY function, you can use either 
of two related functions: the NOW function and the 


When you use the TODAY function, Excel stores a DATE function. For more on the NOW function, see 
nonstatic date in your worksheet that updates each the section “View the Serial Number for a Date or 
time you open the workbook. For example, if today Time.” For more on the DATE function, see the section 
is August 26, 2010, the cell containing the TODAY “Calculate a Serial Date Number.” 


function displays August 26, 2010. However, if you 


eer: Tr eae PF LC ee 





@ Click the cell in which you 
want to store the 
function. 


® Click the Formulas tab. 
@ Click Insert Function. 


The Insert Function dialog 
box opens. 


® Type a description here 
for the function you want 
to use. 


This example uses today’s 
date. 


@ Click Go. 


© Click TODAY in the list of 
suggested functions. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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The Function 
Arguments dialog box 
opens. 


@ The dialog box explains 
that the function takes 
no arguments. 


@ Click OK. 


Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


The formula appears in 
the Formula Bar. 
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If | do not want the date to 
change each time I open 
the workbook, how should | 
set up the TODAY function? 


wv Instead of using the 
TODAY function and 
following the steps in this 
section, click the cell in 
which you want to display 
the date as a static value. 
Then, press and hold Ctrl 
as you press the semicolon 
(GC). men sOhess Enter on 
click [¥ . Excel enters 
today’s date as a static 
value that does not update 
when you reopen the 
workbook tomorrow. 


How does the NOW 
function differ from the 
TODAY function? 


w When you use the NOW 
function, Excel enters 
both today’s date and the 
current time in hours and 
minutes. When you use 
the TODAY function, Excel 
enters only today’s date. If 
you use the NOW function, 
you can watch Excel 
update the time portion of 
the function by periodically 
pressing the F9 key. 


What does the DATE 
function do? 


The DATE function helps 
you enter a specific year, 
month, and date in your 
worksheet. You can avoid 
using the DATE function by 
typing the specific date by 
using a date format that 
Excel recognizes; see the 
section “Calculate Elapsed 
Days between Dates” for 

a list of date formats that 
Excel recognizes when your 
Regional and Language 
options use U.S. settings. 
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Work 
with Times 


ou can use times in calculations. For example, 

you can determine the amount of rainfall that 

occurred between two different times. You 
can enter a time in any cell by typing the time in a 
format that Excel recognizes. The default time format 
that Excel recognizes appears in the Windows Regional 
and Language Options dialog box. When your Regional 
and Language options use U.S. settings, Excel also 
recognizes the following entry formats as time: 
8:10:35 PM, 8:10:35 pm, 8:10 PM, 8:10 pm, 8:10, 
and 20:10. When you do not enter AM or PM, you 
can control the time that Excel enters by using the 
24-hour clock; for example, 20:10 equals 8:10 PM. 








Work with Times 





@ Click the cell in which you 








You can also enter a time by using the TIME function, 
as described in this section. The TIME function takes 
three arguments: one for the hour, one for the minute, 
and one for the second. When you use the TIME 
function, Excel enters a static time in the worksheet as 
a serial number that Excel recognizes and displays as a 
time, automatically assigning a custom format to the 
cell. For more on the serial numbers that Excel uses for 
dates and times, see the section “View the Serial 
Number for a Date or Time.” 

















Peeirié Thiaert Pige Layout Peamnules 5 ‘vraag @ oS we 
want to sto re the fi = autotum = Lagieal = ia. Laciup & Aeferernce = Ly =) Define Mame £00 Trae Preeeerti Py Shite Pernille 4a ll > 
fu nction : . wee, Text = Bb Meth & tng = i ie ik al Irace Dependent: Tp Gros Checemg > eee, i 5 — 
ea ie Financial = ef Cate & Time = i] hore Furictions * ete By Crente tram Selection id irene Srna * 4 Funiliate Foes Ne Ce i 
@ Click the Formulas tab. nT SPY “soe Defines! Name Firmult Aung elon 
. : A Bi Cl c r 3 i i J it L ful fi oi ie 
@ Click Insert Function. b imaz an “| 
1 
5 
& 
T 
& 
a : 
Lo 
° . tt 
The Insert Function dialog _ |;: 
box opens. : 
L4 
io 
4) Type a description here ic 
for the function that you Z 


want to use. 
This example uses time. 
o Click Go. 


© Click TIME in the list of 
suggested functions. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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to enter a PM time. ua 


© Click here to type a 3 
number for minutes. rr 


@ Click here to type a : 
number for seconds. Sal | | 
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Note: You can select cells 
for any of these values. 


@ Click OK. 


@ Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 





The formula appears 
in the Formula Bar. 





How can I convert a time How do I calculate the What is the decimal value 


stored as atext string toa _ difference between two that appears in the Function 
time stored as a number? times? Arguments dialog box? 
w Use the TIMEVALUE Ww Type the times into cells, w The decimal value is the 
function, which takes only such as Al and A2, without serial number Excel 
one argument — a string using the TIME function. calculates that corresponds 
that represents the time. If the later time appears to the time you enter. See 
Type the time, separating in cell A2, then use the the section “View the Serial 
hours, minutes, and formula =(A2-A1)*24 and Number for a Date or 
seconds by using a colon, then format the cell as Time” for more on serial 
or select a cell that contains General. Remember to use numbers. 
a time stored as text. After the 24-hour clock to enter 
ye create the function, times later than 12:00 PM, Ree erenlke toe 
ormat the cell by using and subtract the later UDA. ~eisitaec [enh tice In Cc 
a time format. Click the from the earlier time; TIME function? 
Home tab, click the calculating a negative time 
drop-down arrow ([*]) in results in pound signs (#) YW For hours, the value must 
the Number group, and appearing in the formula Severe ac gence ee 
then choose Time. Celle ’ 


value must be between 0 
and 59. 
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View the Serial Number 
for a Date or Time 





ou can eliminate the confusion that sometimes 

arises when working with date and time 

functions in Excel if you understand how Excel 
treats dates and times. Excel does not handle dates and 
times as simple entries. In the background, without 
any action on your part, Excel converts to a serial 
number any entry you make that remotely resembles 
one of the date or time formats Excel recognizes. The 
serial number represents the number of days that have 
elapsed since the imaginary date January 0, 1900. 
January 1, 1900, is serial number 1; January 2, 1900, is 
serial number 2; December 31, 1900, is serial number 
366; and so on. 





Excel also applies the serial number concept to times; 
the serial number for a time is represented by a decimal 
value that corresponds to the number of hours, minutes, 
and seconds that have elapsed since midnight, which 
is 0.00000000. For example, 1:00 AM is serial number 
.0416666667, noon is .500000000, and so on. 


If you import date or time entries or you enter a date 
or time as a text entry, you need to convert the entries 
to serial numbers in order to use them in calculations. 





TPS, the Serial Number for a Date or Time 





View a Date Serial 
Number 


a Type a date into a cell. 


If you used a recognizable 
format, Excel displays the 
date as a date. 


@ Click the cell containing 
the date. 


© Click the Home tab. 


@) Click here (F)). 
© Choose General. 


@ Excel displays the date as 
a serial number in both 
the worksheet and the 
Formula Bar. 
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Convert the Current 
Date and Time to 
a Serial Number 


@ Type =NOW() into a cell 
and then click |v. 


@ Excel displays the current 
date and time. 


® Click the Home tab. 


© Click Copy (). 
@ Click another cell. 


5) Click the drop-down arrow 
([+]) to open the Paste 
menu. 


© Click Paste Values. 


@ Excel pastes the serial 
number for the date and 
time in the cell you 
selected in step 4. 


Note: The portion to the left of 
the decimal represents the date, 
and the portion to the right of 

the decimal represents the time. 
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Are the date and time that 
Excel enters static or 
changing? 

w They are changing; they 
will update each time you 
recalculate the workbook 
by entering a formula or 
function, pressing F9, or 
closing and reopening the 
workbook. You can convert 
them to static values. To 
convert the date portion, 
select the cell and then 
press and hold Ctrl as you 
press the semicolon (;). 
Then, press the spacebar 
and press and hold Ctrl 
and Shift as you press the 
semicolon (;) to convert 
the time portion. 


Can I directly enter a static 
date and a time in the 
same cell? 


w You can enter a 
combination of a 
recognizable date format 
followed by a recognizable 
time format. For example, 
if you use U.S. settings in 
the Regional and Language 
Options dialog box and 
you type 08/27/07 
followed by a space and 
then type 16:09:00 and 
press Enter, Excel displays 
“08/27/2010 16:09” in the 
worksheet. In the Formula 
Bar, you see the following: 
“08/27/2010 4:09:00 PM.” 


Why do I need to know 
about serial numbers? 


w If your use of dates and 
times is minimal and 
you do not use them in 
calculations, you probably 
do not need to know 
about serial numbers. 
However, if you use dates 
or times in calculations, 
then understanding serial 
numbers can help you 
achieve the proper results 
because Excel uses serial 
numbers in date and time 
calculations. 
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Calculate a Serial 


Date Number 


ou can use the DATE function to create a date. 

This function is particularly useful if you have 

imported date information into Excel and the 
different parts of each date appear in separate columns. 
For example, the month may appear in the first 
column, the date in a second column, and the year 
in a third column. You can use the DATE function to 
create a fourth column that combines the values in 
the original three columns into entries that contain the 
complete date; Excel can then recognize these entries 
as dates and can use them properly in calculations. 








Calculate a Serial Date Number * 


@ Click the cell in which you 
want to store the 
function. 


® Click the Formulas tab. Of 
@ Click Insert Function. 


www ese & J ® 
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The Insert Function dialog 14 2 2 
box opens. - ae 


@) Type a description here 18 
of the function you want zs 
to use. 


This example uses date. 25 
@ Click Go. 


© Click DATE in the list of 
suggested functions. 





@ A description of the 
selected function appears 
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The DATE function takes three arguments: the month, 
the day, and the year. You can type these values or you 
can click cells in the worksheet that contain the values. 
The DAY, MONTH, and YEAR functions are related to 
the DATE function; you can use them to identify the 
number of a day, month, or year of a date that you 
have displayed as a serial number. Each function takes 
only one argument: a serial number between 1 and 31 
for the DAY function, a serial number between 1 and 
12 for the MONTH function, and a serial number 
between 1900 and 9999 for the YEAR function. 
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The Function 
Arguments dialog box 
opens. 


8) Click here to type 
the cell address that 
contains a year value. 


© Click here to type 
the cell address that 
contains a month 
value. 


@ Click here to type 
the cell address that 
contains a day value. 


Note: You can click cells to 
enter arguments. 


@ Click OK. 


@ Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


The formula appears in 
the Formula Bar. 
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‘How do I use the DAY, MONTH, 
functions? 


w Each function requires only one 


or YEAR 


argument — 


a number or a cell containing a number. 


When I used the YEAR function with an 
argument of 2010, why did Excel return 


1905? 


w The YEAR function converts a serial number 


Each function is most often used to determine 
the day, month, or year of a date, expressed 


to a year. 2010 was not a year when you 
used it as an argument; it was a serial 


as a serial number. For example, if you type 
October 9, 2010 in cell Al and apply the 
General format, Excel returns the serial 
number 40460 — the number of days that 
have elapsed since January 1, 1900. If you 
then use the DAY function with cell Al as 
the argument, Excel returns 9 — the ninth 
day of October. If you use the MONTH 


function, Excel returns 10, and 


if you use 


the YEAR function, Excel returns 2010. 


number representing the 2,010th day since 
January 1, 1900. When you remember that 
the YEAR function displays only the year 

portion of the serial date, you will find that 
many serial numbers serving as arguments 


to the YEAR function return identical values. 


For example, if you supply any of the serial 
numbers between 1828 and 2192 to the 
YEAR function, Excel displays 1905 for all 
of them. 
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Convert a Text Date 


to a Date Value 


ou can use the DATEVALUE function to 

convert a date formatted as a text string to a 

date that Excel can use in calculations. This 
function is particularly useful if you have imported 
date information into Excel and the dates came into 
Excel formatted as text entries. That is, the date entry 
appears in a cell formatted as text or an apostrophe 
precedes the entry in the cell; the apostrophe signals 
Excel that whatever follows should be treated as text, 
even if Excel would have ordinarily formatted the entry 
differently. You can use the DATEVALUE function to 





convert these date-like text entries into valid date 
entries; Excel can then handle them properly in 
calculations. 


The DATEVALUE function takes only one argument: 
the text entry that you want Excel to treat as a date. 
You can either type the argument or you can point to 
a cell that contains the date formatted as a text entry. 
When you use the DATEVALUE function, Excel displays 
the serial number for the date, but you can change the 
appearance of the serial number to a date format. 


Convert a Text Date to a Date Value eee 





@ Click the cell in which you 
want to store the function. 


Q Click the Formulas tab. 
© Click Insert Function. a an 


The Insert Function dialog i 
box opens. 7 


® Type a description here 18 
of the function you want 
to use. 


This example uses date. : 
@ Click Go. 


© Click DATEVALUE in the 
list of suggested functions. 





@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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The Function 
Arguments dialog 
box opens. 


© Click here. 


© Click the cell in the 
worksheet containing a 
date formatted as text. 


Pee ee 
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@ Click OK. 
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Excel displays the result a 
of the formula in the 1 fowzei 
cell you selected in 
step 1. 





The formula appears 
in the Formula Bar. i 
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How do | change a serial 
number to make it look 
like a date? 


Why does Excel return a 
#VALUE! error when I use 
the DATEVALUE function? 


w You probably supplied a 


How did you manage to get 
the date format 08/28/10 
to appear in this example? 


w Click the Home tab and w By formatting the cell as 


then click the drop-down 
arrow ([*]) in the 

Number group. From 

the drop-down list that 
appears, select Short Date 
or Long Date. Short 

Date returns the format 
8/27/2010, and Long 
Date returns the format 
Tuesday, August 28, 2010, 
if you use U.S. settings in 
the Regional and Language 
Options dialog box. 


cell containing a value as 
an argument; it may have 
been a value, a value 
formatted as a date, or 
even a value formatted 

as text. The DATEVALUE 
function requires a number 
that is formatted as text 
and looks like a recognizable 
date for its argument. 


text. When you format a 
cell as text, you essentially 
tell Excel to leave your 
entry exactly as you typed 
it. You can create a date-like 
entry like this one either by 
formatting the cell as text 
or by preceding the entry 
with an apostrophe when 
you type it. If you choose to 
format the cell as text, you 
must apply the formatting 
before you type the entry. 
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Calculate Part 


of a Date 


ou can use the WEEKDAY function to 

determine the day of the week on which a 

particular date fell or will fall. You can make 
the determination for dates that you enter into your 


worksheet or you can use it in combination with the 
DATE function to specify a date that you have not 





stored in your worksheet. 


The WEEKDAY function converts a serial number to a 
value that represents the day of the week. Excel lets 
you define three different ways to associate numbers 


1 to Sunday, 2 to Monday, 3 to Tuesday, and so on, 
assigning 7 to Saturday. If you prefer, you can assign 
1 to Monday, 2 to Tuesday, and so on, with 7 being 
assigned to Sunday. Or you can use the numbers 0 to 
6 instead of 1 to 7, and assign 0 to Monday, 1 to 
Tuesday, and so on, with 6 being assigned to Sunday. 


The WEEKDAY function requires one argument: the 
serial number that you want to convert. You can type 
the serial number as the argument or you can point to 
a cell that contains the serial number. 


with the days of the week: By default, Excel assigns 





Calculate Part of a Date 


Using an Excel Serial 
Number 


a Click the cell in which you 
want to store the 
function. 


@& Click the Formulas tab. 
)) Click Insert Function. 


The Insert Function dialog 
box opens. 


®@ Type a description here 
of the function you want 
to use. 


This example uses 
weekday. 


@ Click Go. 


© Click WEEKDAY in the list 
of suggested functions. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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The Function 
Arguments dialog box 
opens. 


© Click here. 


© Click a cell in the 
worksheet containing 
a date. 


@ Excel displays the 
anticipated result here. 


@ Click OK. 


Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


Note: In this example, 
January 1, 2010, is a Friday, 
and February 22, 2010, is a 
Monday. 


The formula appears 
in the Formula Bar. 
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Why does Excel sometimes 
return the weekday number 
and other times an error? 


w The WEEKDAY function can 
be particular. Sometimes, 
it is smart enough to 
recognize a date formatted 
as text as a date, and 
sometimes, it does not 
recognize the date. When 
the WEEKDAY function 
does not recognize an 
entry as a date, it returns 
an error because it is trying 
to convert a serial number. 
For best results, always 
format your date entries 
as dates. 


Why does Excel say that 
February 22, 2010, is a 
Sunday? 


WEEKDAY function, you 
probably specified a return 
value of 2. In this case, 
Excel assigns 1 to Monday, 
not Sunday. As a result, 
when Excel returns a 
value of 1 under these 
circumstances, the result 
actually refers to Monday 
and is the equivalent of 
specifying no return value 
and seeing a result of 2. 


When would I specify a 
return value other than 17 


Ww Specifying a return value 
argument for the WEEKDAY 
function is a matter of 
personal preference and 
possibly convenience. 
Some people feel that the 
first day of the week is 
Monday, not Sunday. 
Others feel that the first 
day of the week is Sunday 
and that it should be 
numbered as 0. If you need 
to share your workbook 
with someone who shares 
these sentiments, specify a 
return value argument. 





Calculate Part 
of a Date (continued) 


S uppose you want to know the day of the week the information you supply in the arguments to a 


for a date that you do not have stored in your serial number. In this section, you use the DATE 
worksheet. Do you need to enter the date to function as the argument for the WEEKDAY function 
use the WEEKDAY function? No. You can use the to determine the day of the week for a date not stored 


WEEKDAY function in conjunction with the DATE in your worksheet. 


function. You set up the DATE function to act as the 
argument for the WEEKDAY function. 


When you specify the arguments for the DATE function, 
you must use a serial number between 1 and 31 for 


The DATE function is used in the section “Calculate the Day argument, a serial number between 1 and 12 
a Serial Date Number.” To briefly review, the DATE for the Month argument, and a serial number between 
function requires three arguments: the month, the 1900 and 9999 for the Year argument. 


day, and the year. The DATE function then converts 





Calculate Part of a Date (continued) 





Using a Calendar Date 


@ Click the cell in which you 
want to store the 
function. 


@ Type =WEEKDAY(DATE(. 


Note: As you type, Excel 
suggests functions that match 
your typing. You can use the 
down arrow if necessary to 
point at one and then press Tab 
to select it. Excel fills in opening 
parentheses as appropriate. 


@ Type a number for the 
year. 


® Type a comma (,). 


© Type a number for the 
month, followed by a 
comma. 


© Type a number for 
the day. 
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@ Type )). 
@ Click © or press Enter. 


@ Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


@ The formula appears in 
the Formula Bar. 


In this example, Excel 
returns 6, indicating 
that February 14, 
2010, is a Sunday. 





Why does Excel return 2 
when I type 10 for the year, 
02 for the month, and 14 
for the day? 


w You typed a two-digit year. 


Excel typically interprets 
two-digit years as 
occurring between 1900 
and 1999. To ensure that 
Excel uses the correct year, 
use all four digits of the 
year. Select the cell 
containing the function 
and press F2 to edit it. 
Change 10 to 2010 and 
then click [¥ or press 
Enter; Excel updates the 
result of the formula to 1. 
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What happens if I use 
negative numbers as 
arguments for the DATE 
function? 


‘w You cannot use a negative 


number for the year 
argument, but you can for 
the month and the day 
argument. Excel subtracts 
negative values for the 
Month argument from the 
year value. For example, if 
your DATE function reads 
=DATE(2010,-2,14), Excel 
returns 10/14/2009 — the 
fourteenth day of the month 
that occurs two months 
before 2010 begins. 
Negative values for the 
Day argument work the 
same way, subtracting days 
from the first of the 
specified month. 
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What happens if I use an 
argument greater than 12 
for a month in the DATE 
function? 


w Excel adds the months to 
the year value. For example, 
if your DATE function reads 
=DATE(2010,13,14), Excel 
returns January 14, 2011. 
You can do the same thing 
with day arguments greater 
than 31. For example, if 
your DATE function reads 
=DATE(2010,1,32), Excel 
returns February 1, 2010. 
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Determine the Week 


of the Year 





The WEEKNUM function converts a serial number to 
a value between 1 and 53 that represents the week 
of the year. The WEEKNUM function requires one 


ou can use the WEEKNUM function to 

determine the week of the year in which a 

particular date fell or will fall. You can make 
the determination for dates you enter into your 
worksheet or you can use the WEEKNUM function 
in combination with the DATE function to specify a 
date that you have not stored in your worksheet. 


argument: the serial number that you want to convert. 





Determine the Week of the £1 | 





@ Click the cell in which you 
want to store the function. 


@ Click the Formulas tab. 
© Click Insert Function. 


The Insert Function dialog 
box opens. 


® Type a description here 
of the function you want 
to use. 


This example uses week 
number. 


Q Click Go. 


© Click WEEKNUM in the list 
of suggested functions. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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You can type the serial number as the argument or you 
can point to a cell that contains the serial number. 
Excel considers the week containing January 1 to be 
the first week of the year. However, European standards 
dictate that the first week of the year is the one with 
four or more days falling in the new year. If you use 

a European setting in your Regional and Language 
Options dialog box, the WEEKNUM function returns 
week numbers that are not correct for years in which 
the first week of January has three days or less. 





The Function 
Arguments dialog box 
opens. 


© Click here. 


© Click the cell in the 
worksheet containing 
a date. 


@ Excel displays the 
anticipated result here. 


@ Click OK. 


Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


Note: In this example, 
February 14, 2010, occurs in 
the eighth week of 2010. 


The formula appears 
in the Formula Bar. 
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‘How does the Return Type 
argument of the WEEKNUM 
function work? 


w Excel uses a numbering 
system to define the day 
on which a week begins, 
and you can choose 
between two numbering 
systems. By default, Excel 
assumes that weeks begin 
on Sunday, so it assigns 
1 to Sunday, 2 to Monday, 
3 to Tuesday, and so on 
through Saturday. If you 
prefer, you can set up 
weeks to begin on Monday 
and assign 1 to Monday, 

2 to Tuesday, and so on 
through Sunday. 


Why does the WEEKNUM 
function return an error? 


w Because the WEEKNUM 


function operates on serial 


numbers, it is important 


that the argument for the 
function be a serial number. 
You may get unexpected 


results if you use the 


function with a date that 
is not formatted as a date. 


For best results, format 
the cell containing the 
function’s argument as a 
date. 


Can I use the WEEKNUM 
function without entering 
a date in my worksheet to 
use as the argument? 


w Yes. You can use the 
WEEKNUM function in 
conjunction with the DATE 
function. For example, if 
you want to know the 
week number for the date 
August 28, 2010, type the 
following function into a 
cell: =WEEKNUM(DATE 
(2010,8,28)). Excel 
returns 35. 
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Calculate 





a Due Date 





ou can use the WORKDAY function to 
calculate a due date based on working days. 
The WORKDAY function counts the number 
of days between two dates, excluding Saturdays and 
Sundays. Suppose you are placing an order online 
and the shipper promises to deliver the item within 


The WORKDAY function requires two arguments: the 
starting date expressed as a serial number or formatted 
as a date and the number of working days. You can 
also specify a range in your worksheet that contains 
holidays for which you want Excel to account when 
calculating a due date based on working days. For 


ten working days from the date of your order. Or your example, a shipper may not be working on Labor Day 
or Christmas, so to calculate the expected arrival date, 
you want to exclude those holidays. Excel excludes the 
dates in the holiday range, along with Saturdays and 
Sundays, when calculating the due date. 


boss tells you to submit a report in 20 working days. 
You can use the WORKDAY function to determine 
what date actually falls 14 days from your order date 
or 20 working days from the date your boss gave you 


an assignment. 





Calculate a Due Date (* 


@ Click the cell in which you 


want to store the function. 


@) Click the Formulas tab. 
© Click Insert Function. 


The Insert Function dialog 
box opens. 


® Type a description here 
of the function you want 
to use. 


This example uses 
working days. 


Qo Click Go. 


© Click WORKDAY in the list 
of suggested functions. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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as a d ate 7 a Thanks givirig Day bias ane Thursday 
10 Thanksgiving Day LL Ie F010 Friday 

Li Chriatmas fve Lay 24r2016 Fnday 

The formula appeals 12 Christmas Cay 13/25/2010 Saturday 


in the Formula Bar. 





Can I calculate the number of working Can I use a negative number for the Days 

days between two dates? argument in the WORKDAY function? 

w Yes. Use the NETWORKDAYS function, w Yes. Using a negative number for the Days 
which has two required arguments — the argument tells Excel to calculate a date 
starting date and the ending date — and prior to the date you specify as the start 
you can also specify a range containing date. If you use the negative number -6 
holidays to exclude in the calculation. for the Days argument in the WORKDAY 
For example, you may store 8/28/2010 as function, Excel calculates a date six days 
the starting date in cell B4, 9/13/2010 earlier than the date you specify for the 
as the ending date in cell C4, and specify Start_Date argument. For example, suppose 
the range containing the Labor Day holiday you store 9/7/2010 in cell C5 and holidays 
in cells F2 to F12. In this case, you would in cells F2 to F12. Excel returns 8/27/2010 
use this formula to calculate the number if you enter the following function: 
of working days between the two dates: =WORKDAY(C5,-6,F2:F1 2). 


=NETWORKDAYS(B4,C4,F2:F12). Excel 
returns 10, the total number of working 
days between the two dates. 
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Convert a Text Time 


to a [Time Value 





ou can use the TIMEVALUE function to convert 

a time formatted as a text string to a time 

that Excel can use in calculations. This function 
is particularly useful if you have imported time 
information into Excel and the times came into Excel 
formatted as text entries. For example, the time entry 
appears in a cell formatted as text or an apostrophe 
precedes the entry in the cell; the apostrophe signals 
Excel that whatever follows should be treated as text, 
even if Excel would have ordinarily formatted the entry 








@ Click the cell in which you 
want to store the function. 


@ Click the Formulas tab. 


© Click Insert Function. 7 


The Insert Function dialog 13 


box opens. is 

ls 

® Type a description here i 
of the function you want 

to use. = 
This example uses time. = 

26 





&) Click Go. 


© Click TIMEVALUE in the 
list of suggested functions. 


@ A description of the 
selected function appears 
here. 


@ Click OK. 
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differently. You can use the TIMEVALUE function to 
convert these time-like text entries into valid time 
entries that Excel can then use properly in calculations. 


The TIMEVALUE function takes only one argument: the 
text entry that you want Excel to treat as a time value. 
You can either type the argument or you can point to 
a cell that contains the date formatted as a text entry. 
When you use the TIMEVALUE function, Excel displays 
the serial number for the time, but you can change 
the appearance of the serial number to a time format. 





t SeetS Sheetd -ShetS 4 7) 


Comer bi a beet fitee bo an onal peril number for 4 tine, a noumber fran 0 
CUS ERE) AM) ho CR 1 Se Pa, Pies then peimer velth of be 
format athe ember the herrea 


Q ik | Carel | 











The Function 
Arguments dialog box 
opens. 


© Click here. 


© Click the cell containing 
the text entry you want 
to convert. 


@ The expected result 
appears here. 


@ Click OK. 


Excel displays the result 
of the formula in the 
cell you selected in step 
1 as a serial number. 


The formula appears 
in the Formula Bar. 


Mastering Date and Time Formulas 
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How do | display the results 
of the formula as a time 
instead of a serial number? 


Ww Click the cell containing 
the TIMEVALUE formula. 
Then, click the Home tab 
and click the drop-down 
arrow ([*]) in the 
Number group. From 
the drop-down list that 
appears, choose Time. 
Excel displays the value 
in the default time format 
that appears in the 
Regional and Language 
Options dialog box. 


What would happen if | 
formatted cell B2 in your 
example as a time? 


w Excel would display the 
same value that you see in 
cell A2, but you would also 
see the AM parameter 
and the value would be 
right-justified in the cell, 
unlike the contents of cell 
A2, which are left-justified. 
The right-justification and 
the AM parameter are 
visual clues that Excel is 
treating the contents of 
the cell as a time value and 
not a text entry. 


Is there a logical reason 
for the serial number that 
Excel displays for the time 
value? 


w Yes. All time values are 
expressed as decimal 
values between 0 and 
0.99999. A time value of 0 
represents 12:00:00 AM, a 
time value of .99998 
represents 11:59:58 PM, 
and a time value of .5 
represents 12:00:00 PM. 
Other decimal values 
represent various hours of 
the day. 
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Convert a Time Value into 
Hours, Minutes, or Seconds 





ou can use the HOUR, MINUTE, or SECOND 

functions to determine the hour, minute, 

or second value of a serial number in your 
worksheet. The serial number can be expressed as a 
decimal between 0 and .99999 or it can be formatted 
as a time. Depending on the function you choose to 
use, Excel returns the hour, minute, or second; in this 
example, you use the HOUR function. 


These functions can be particularly useful if you have 
imported time information into Excel, where the times 
came into Excel as single entries representing the time 


and you need to work with only a portion of each 
time entry. You can use the HOUR, MINUTE, or 
SECOND function to convert these entries into 
separate hour, minute, or second entries to use in 
calculations. 


The HOUR function takes only one argument: the 
value from which you want to determine the hour. 
You can either type the argument or you can point to 
a cell that contains the value. When you use the HOUR 
function, Excel displays the hour in 24-hour clock 
format. 


Convert a Time Value into Hours, Minutes, or Seconds 





@ Click the cell in which you 
want to store the function. 


@ Click the Formulas tab. 








© Click Insert Function. 


i LISS AM 
3246 PM 
&:277-51 PM 


SE lSiewtaew mh we win 


- 
= Ww 


The Insert Function dialog 


- 
— 





box opens. 16 
i7 
© Type a description here 2 
of the function you want = 
to use. 2 
24 
This example uses hours. 2 
27 
Qo Click Go. 44>») Sheetl Sheet? 


© Click HOUR in the list of 
suggested functions. 





@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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The Function 
Arguments dialog box 
opens. 


© Click here. 


© Click the cell containing 
the entry you want to 
convert. 


@ The expected result 
appears here. 


@ Click OK. 


Excel displays the result 
of the formula in the 
cell you selected in step 
1 as a serial number. 


The formula appears 
in the Formula Bar. 


Mastering Date and Time Formulas 
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iow do I use the MINUTE 
or SECOND functions? 


‘w Like the HOUR function, 


each function requires only 
one argument: a number 
or a cell containing a 
number. Although you 

can use either function to 
determine the minute or 
second associated with a 
serial number, you rarely 
know the serial number. As 
a result, you are more likely 
to use these functions in 
conjunction with the HOUR 
function to divide a time 
into its hour, minute, and 
second components. 





Why does Excel return 
12:00 AM for both 40418 
and 42587 when I format 
them as a time? 


‘w Both numbers that you 
typed are whole numbers, 
not decimal values. If you 
examine the Formula Bar, 
you will see that Excel 
evaluated their dates as 
August 28, 2010 and 
August 5, 2016, 
respectively. Because no 
decimal values appeared 
with either number, Excel 
assumed zero for the time 
portion of the values and 
set the time for both values 
to midnight. 





M 


What should | do if the 
data | import contains both 
a date and a time in a 
single entry? 


w When the Regional and 


Language Options dialog 
box uses U.S. settings, 
Excel recognizes 
combination date and time 
values as valid date entries, 
and you can use the HOUR, 
MINUTE, or SECOND 
functions to extract those 
values from the entries. If 
Excel does not recognize 
the values as dates, see the 
section “Convert a Text 
Time to a Time Value.” 
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Calculate the Present Value 
of an Investment 





ou can use the PV function in Excel to help You can use the PV function to calculate the value of 
you determine the present value of an an annuity or to determine how much you will pay 
investment. Suppose you win a prize and you overall if you make a series of loan payments. 


are offered $5,000 today or equal payments of $100 
per month for five years at an interest rate of 8% 
compounded annually. Which should you choose? The 
PV function can tell you and the organization offering 
the prize whether $5,000 today is less than, equal to, 
or greater than the value of $100 per month for five 
years at an interest rate of 8% compounded annually. 


The PV function requires three arguments: the 

interest rate, the number of payment periods, and 

the payment amount. Make sure you express values 

in similar timeframes and base them on the frequency 
with which interest is compounded. If interest is 
compounded monthly, you must express all values in 
the function in a monthly timeframe. By default, Excel 
assumes that payments occur at the end of the period. 


PTT Tee id it- dates Value of an Investment 





@ Set up your worksheet 
so the cash flow amount, 
the interest rate, and the 
payment periods appear in 
separate cells. Ss aS i mine 


C # ! 
) Present Value Determine which is worth more: $5000 today or $100/month for 5 years at 8% interest? 





Note: Express all amounts using 
the same timeframe. 


® Click the cell in which you 
want to store the function. 10 


© Click the Formulas tab. i 
® Click Insert Function. 


The Insert Function dialog 
box opens. 


© Type a description here 
of the function you want 
to use. 


© Click Go 44 > ot) Shoat! “Sheet? Sheet3 Shesté “Sheet? a ri) ] 
@ Click Pv. | 


@ A description of the selected 
function appears here. 
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The Function 
Arguments dialog box 
opens. 


© Click here to choose 
the cell containing the 


‘4 


1 Present Vahue 


@ Type /12. 


@ Click here to choose 
the cell containing the 
number of payments. 


@® Type *12. 


@® Click here to choose 
the cell containing the 


Of Perrade pen = 01L eee 
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amount per period. a EEE _—_— : 
. | Present Value Determine which is worth more: $5000 today or $100/month for 5 years at 8% interest? 
@ Click OK. hth 
‘4 )08 Annual terest rate 
@ Excel displays the result rg ——_ © 


of the formula in the 
cell you selected in step " 
2 as a serial number. is 


The formula appears 1 
in the Formula Bar. 
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‘Why do I need to perform step 10? 


Ww To accurately calculate the present value, 
the arguments should all be expressed in the 
same timeframe unit as the frequency with 
which interest is compounded. In the 
example, interest is compounded monthly 
but appears as an annual rate. To 
compensate for monthly compounding, you 
must divide the annual interest rate by 12 
to determine the monthly interest rate and 
then multiply the number of periods by 12 
to determine the total number of months 
for which you receive payments. If you 
express all the variables in the worksheet by 
using the frequency of interest compounding, 
you can skip steps 10 and 12. 


Why is the amount negative? 
‘w Remember, the PV function can be used to 


determine the value of an annuity, which is 
an investment in which you make periodic 
payments to receive a lump sum at the end 
of the payment period. So, by default, Excel 
displays the amount as a negative number 
to imply that the person performing the 
calculation would be paying out the money. 
In the example, the issuer of the prize is 
paying out the money, so the end result is 
negative. If you want to see the amount as 
a positive number — that is, you want to 
think of the calculation as one where you 
receive money — enter the payment 
amount as a negative number. 


231 


232 





Calculate the Net Present 
Value of an Investment 





ou can use the NPV function in Excel to 

determine the present value of an investment 

with unequal cash flows. Net present value 
compares the value of a dollar today to the value of 
that same dollar in the future, taking into account the 
investment’s rate of return and the cash flows generated 
from the investment. 


Suppose you are considering an investment that 
requires you to initially invest $1,000. Over five years, 
you annually receive unequal payments of $200, 
$400, $600, $800, and $1,000 at an interest rate of 
8%. You can use the NPV function to calculate the 


investment’s net present value. If the net present 
value is positive, then you will make money on the 
investment, but if the net present value is negative, 
then you will lose money. 


The NPV function requires a minimum of two 
arguments: the interest rate and at least two values 
representing outgoing or incoming cash flows. You 
can specify an initial investment amount if the initial 
investment amount occurs at the end of the first 
period. Make sure you use values with similar 
timeframes and base them on the frequency with 
which interest is compounded. 











@ Set up your worksheet so 
the cash flow amounts 
and the interest rate 
appear in separate cells. 


Note: Express the amounts by 
using the same timeframe. 


@ Click the cell in which you 
want to store the function. 


© Click the Formulas tab. ee 
BI 
@ Click Insert Function. i 
4 
. . 15 
The Insert Function dialog E 
box opens. i 





© Type a description here : 
of the function you want z 
to use. * 
© Click Go. 2 
@ Click NPV. 


@ A description of the 
selected function appears 
here. 


@ Click OK. 
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The Function 
Arguments dialog box 
opens. 


© Click here to choose 
the cell containing the 
annual interest rate. 


The cell address 
appears in the Rate 
field. 


@ Click here to select the 
cells containing the 
amounts per period. 


@ Click OK. 


@ Excel displays the result 
of the formula in the 
cell you selected in step 
2 as a serial number. 


The formula appears 
in the Formula Bar. 





What should I do if my 
initial investment occurs at 
the beginning of the first 
period? 

w Do not include it in the 
NPV function as an 
argument; instead, add it 
to the NPV value to obtain 
an accurate net present 
value. Suppose you record 
the interest rate in cell 
B3, the unequal payment 
amounts in the range 
B5:B9, and the initial 
investment value (being 
made at the end of the 
first period) in cell B4. In 
this case, you can use the 
following formula: 
=NPV(B3,B5:B9)+B4. 
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What should I do if the 


What am | doing wrong if 
Excel keeps returning a 
value of $0 for the net 
present value? 


wv Inall likelihood, you have 


expected cash flows occur 
irregularly instead of on a 
regular basis? 


w Use the XNPV function. 


set up the order of the 
arguments incorrectly. 

The first argument must 
be the rate of return. Then, 
if appropriate, you can 
include an original 
investment amount, 
followed by the values for 
each of the cash flows you 
expect to receive. 


Suppose you initially invest 
$1,000 at 5% on January 
1, 2010, and you receive 
cash flows of $2,000, 
$3,000, $2,500, and 
$3,500 on March 1, 2010, 
October 1, 2010, March 1, 
2011, and October 1, 
2011, respectively. If your 
worksheet stores the 
interest rate in cell A2, the 
dollars in the range A3:A6, 
and the dates in the range 
B3:B6, your XNPV function 
would look like this: 
=XNPV(.05,A2:A6,B3:B6). 
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Calculate the Future 
Value of an Investment 





ou can calculate the future value of an 

investment by using the FV function. For 

example, suppose you want to know what 
your retirement account will be worth after investing 
$2,000 at the beginning of each year for 20 years if 
you earn 7% on the investment. The FV function can 
give you the answer. 


The FV function requires three arguments: the interest 
rate, the number of payment periods, and the 
payment amount. You can also specify a Present Value 
argument, which is the value of the transaction in the 
present, and the Type argument, which indicates 





when payments occur — at the beginning or at the 
end of the period. By default, Excel assumes that 
payments occur at the end of the period. 


When you set up your worksheet, you must place the 
interest rate, the number of periods, and the payment 
amount in separate cells. Make sure you express 

the amounts by using the same timeframe and then 
base them on the frequency with which interest is 
compounded. For example, if interest is compounded 
annually, you express the number of payments, the 
payment amount, and the interest rate as annual values. 





Calculate the Future Value of an Investment 





@ Set up your worksheet 
so the cash flow amount, 
the interest rate, and the 
payment periods appear in 
separate cells. meas 


Note: Express all amounts by 
using the same timeframe. 


Q® Click the cell in which you 
want to store the function. : 


@ Click the Formulas tab. i 
@ Click Insert Function. 4 


The Insert Function dialog 17 
box opens. = 


86 Type a description here 21 
of the function you want 
to use. 


6 Click Go. 
@ Click FV. 


@ A description of the selected 
function appears here. 


@ Click OK. 
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The Function 
Arguments dialog box 


opens. 


© Click here to choose 
the cell containing the 
interest rate. 


@ Click here to choose 
the cell containing the 
number of periods. 


@ Click here to choose 
the cell containing the 
amount per period. 


®@ Click OK. 


@ Excel displays the result 
of the formula in the 
cell you selected in step 
2 as a serial number. 


The formula appears 
in the Formula Bar. 
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Why did you format the 
annual contribution as a 
negative amount? 


Vv 


The negative amount 
identifies an amount you 
pay out as opposed to an 
amount you receive. The 
example assumes that you 
place $2,000 in your 
retirement account at the 
beginning of each year, so 


you are paying out money. 


If you express the annual 
contribution as a positive 
number, the resulting 
future value appears 
negative. 


What effect does omitting 
the optional arguments 
for the FV function have 
on the result? 


wv If you omit the PV 
argument, Excel assumes 
that it is zero. If you omit 
the Type argument or 
include it and set it to 
zero, Excel assumes that 
you make payments at the 
end of each period. If you 
include the Type argument 
and set it to 1, Excel 
assumes you make 
payments at the beginning 
of each period. 


When would I include a PV 
amount? 


‘Ww Suppose you have 


previously saved $10,000 
in your retirement account 
and you decide now that 
you will put away $2,000 
each year for 20 years. To 
calculate the value of your 
retirement account, you 
would include the $10,000 
you already have as a 
negative number in cell B5, 
and the formula would 
look like this: 
=FV(B3,B4,B2,B5). 
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Calculate 
a Loan Payment 


ou can calculate the amount you can expect 

to pay each period for a loan by using the 

PMT function. Suppose you are thinking 
about buying a house and you are considering several 
different principal amounts to borrow at various 
interest rates. You can use the PMT function to 
determine what your loan payment will be for each 
principal amount and interest rate. 





The PMT function requires three arguments: the 
interest rate, the number of payment periods, and the 
principal loan amount. Optionally, you can also specify 
a Future Value argument, which is the principal 


eA EL Ce me LS I. 


@ Set up your worksheet 
so the principal amounts, 
the interest rates, and the 
payment periods appear 
in separate cells. qa 


@ Click the cell in which you 
want to store the function. 


© Click the Formulas tab. 





475% 


Principal Amounts | 
$100,000.00) 1s 
$105 000.00 
iW $110,000.00) 








: : $115,000.00) 
@) Click Insert Function. 2 Sopa 
13 $125,000.00) 
: : “4 $130,900 00) 
The Insert Function dialog estan) 
box opens. EB 
19 
. ° aa 
& Type a description here 21 
of the function you want “3 
to use. x 
© Click Go. " 
é 8] 
. 31 
@ Click PMT. 3 
“« sheat | hee 





@ A description of the 
selected function appears 
here. 


@ Click OK. 
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amount of the loan after making the last payment, 
and the Type argument, which indicates when 
payments occur — at the beginning or at the end of 
the period. By default, Excel assumes that payments 
occur at the end of the period. 


When you set up your worksheet, you must place the 
interest rate, the number of periods, and the payment 
amount in separate cells. To accurately calculate the 
loan payment, the timeframe for the interest rate 

and the number of periods should be the same. The 
calculation should be based on the frequency with 
which interest is compounded. 





Interest Rates 
575% 







5 50% 


500% 


Loan Payments 








The Function 
Arguments dialog box 
opens. 


© Click here to choose 
the cell containing the 
annual interest rate. 


@ Type /12. 


@ Click here to choose 
the cell containing the 
number of payments. 


@® Type *12. 


@® Click here to choose 
the cell containing the 
principal amount. 


@ Click OK. 
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Interest Kates 
500% 5a 75% 





@ Excel displays the result 
of the formula in the 5) soso 
cell you selected in step i sisqun00 
2 as a serial number. Sis p0000 


) Principal Amounts | 
8 $! 





The formula appears 
in the Formula Bar. 
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Is there a way to set up the formula so 
I can copy it? 


w Yes. You can use absolute cell references, 
as appropriate. Suppose you set up your 
worksheet with the loan term in cell B2, 
interest rates in the range B5:G5, and 
varying principal amounts in the range 
A8:A18. You want to be able to copy the 
formula across each row, calculating the 
loan payment for a single principal amount 
at varying interest rates. You also want to be 
able to copy the formula down each column, 
calculating payments for a single interest 
rate and varying principal amounts. Use this 
formula in cell B8 and then copy it to the 
range B8:G18: =PMT(B$5/12$B$2,$A8). 


When would | specify a future value in the 
function? 


w You would specify a future value in the 
function if you expect the balance of the 
loan to be greater than zero. By default, if 
you omit the parameter, Excel calculates the 
function, assuming that you will pay off the 
loan in its entirety and its future value will 
be zero. 


When would | specify a parameter for the 
Type argument? 


wv If you omit the Type parameter or set 
it to zero, Excel assumes that payments 
occur at the end of each period. If you set 
the parameter to 1, Excel assumes that 
payments occur at the beginning of each 
period. 
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Depreciate 


Assets 


ou can depreciate an 
asset to allocate a value to 
it at a particular point in 
the asset’s life. Depreciation takes 
into consideration both the asset’s 
original cost and its useful life. 





You can depreciate assets over 
time by using one of five Excel 
functions, and the function you 
choose depends on the method 

of depreciation you want to apply, 
as described in the table. Choosing 
a depreciation method is something 
you should discuss with your 
accountant; it is not simply a 
matter of personal preference. 





@ Set up your worksheet 
so the original cost, the 
salvage value, and the asset 
life appear in separate cells. 


@ Click the cell in which you 
want to store the function. 


© Click the Formulas tab. 
@ Click Insert Function. 


The Insert Function dialog 
box opens. 


o Type a description here 
of the function you want 
to use. 


© Click Go. 
@ Click SLN. 


@ A description of the selected 
function appears here. 


@ Click OK. 
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Depreciation Method 
Straight Line 


Declining Balance 


Double-Declining Balance 


Sum of the Year's Digits 


Variable-Declining Balance 









Depreciation Methods 
Description 


Depreciates the asset by the same amount each year of 
the asset's life. The formula is Asset Cost — Salvage 
Value / Number of Periods 


Depreciates the asset by the same rate each year, which 
results in a different depreciation amount each year 


Accelerates depreciation by doubling the Straight Line 
depreciation rate and then applying it to the declining 
balance of the asset's cost 


Accelerates depreciation more than the Straight Line 
method, allocating a large depreciation amount in the 
earlier years of an asset's life 


Calculates depreciation for any period in the asset's life 
that you specify by using the Double-Declining Balance 
method or any method you specify 
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The Function aN - Rh =suatwe_83,04) 


Arguments dialog box 1 Depreciation 
opens. 2 Aros Origenal Coes 


© Click here to choose acugeuts tare 
the cell containing the 
original cost. (re 


@ Click here to choose i Cost 
the cell containing the i ae 


fi | ¢ 6 E ' & ri i J 
Straight Line baethed 


ee 


salvage value. Bi | sara rushes eso a eco oped 


@ Click here to choose 20 
the cell containing the 


Pita tee = 14 


ike te suber oO pees cee eh the aed bene deperiatedd (eee 
Cbd amr Laman ec he rise 





asset life. a 
@ Click OK. _——— 
@ Excel displays the result - 
of the formula in the — 
cell you selected in step zAevet Ogre Co 
2 as a serial number. d Asset te 


The formula appears 
in the Formula Bar. i 
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Can you show me how to use the function 
that calculates Declining Balance 
depreciation? 

‘Ww Suppose you set up your worksheet with 
the original cost in cell A1, the salvage value 
in cell A2, and the asset life of ten years in 
cell A3, and you placed the values 1 to 10 in 
the range A6:A15. To calculate the first year’s 
depreciation, use the following formula in cell 
B6: =DB($A$1,$A$2,$A$3,A6). The absolute 
cell references enable you to copy the 
formula to the range B7:B16. You can also 
include, as the last argument, a month 
argument that represents the number of 
months during the first year that you used 
the asset. If you omit the argument, Excel 
assumes that you used the asset for 12 
months. 


Can you show me how to use the function 
that calculates Double-Declining Balance 
depreciation? 


Ww Suppose you once again set up your 


worksheet with the original cost in cell Al, 
the salvage value in cell A2, and the asset 
life of ten years in cell A3, and you placed 
the values 1 to 10 in the range A6:A15. 

To calculate the first year’s depreciation, 
use the following formula in cell C6: 
=DDB($A$1,$A$2,$A$3,A6). The absolute 
cell references enable you to copy the 
formula to the range C7:C16. You can also 
include a factor argument that represents 
the rate at which the balance declines as the 
last argument. If you omit the argument, 
Excel assumes a rate of 2, which doubles 
the declining balance rate. 
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Look Up a Single 
Value in a Column 
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ou can use the VLOOKUP function to find a 

value in one column of a range of related 

values. In the range, information on any given 
row provides all the information about that row. The 
VLOOKUP function vertically searches the leftmost 
column of the range to find a value you specify. When 
the VLOOKUP function finds the value in the leftmost 
column, it searches across the row for one of the 
values in that row; you use one of the VLOOKUP 
function’s arguments to identify the column 
containing the value you want to find. 








Look Up a Single Value in a Column — 


@ In your worksheet, list the 
values that Excel should 
search in columns. 


Note: If necessary, set up a cell to is = Saas 


contain the value for which Excel 
should search. 


@) Click the cell in which you 
want to store the function. 


1 Rainfall Amounts 
- Day Haintall 


e 00 

© Click the Formulas tab. rf nate 
ii 5 0.105 

® Click Insert Function. .— 
14 12 0,762 

The Insert Function dialog iar 
box opens. 2:3 

. . 19 7 0.455 

© Type a description here of 8 OSes 
. 21 is ). 360 

the function you want to use. 2 Oa 

23 at o.375 

° i4 22 6.570 

6 Click Go. 25 23 0,221 
26 24 0.025 

27 0.904 





©@ Click VLOOKUP. 


Sheet? . Sweets eee 


For example, suppose you have stored daily rainfall 
values in your worksheet for each day of the year. You 
can set up a VLOOKUP function to quickly search the 
column containing the day numbers and find the 
rainfall value that corresponds to any of the 365 days 
that you specify. 

The VLOOKUP function takes three arguments: First, 
you identify the cell containing the value for which 
you want to search. Second, you identify the range 
containing all the data that Excel should search. Third, 
you identify the column containing the information 
that you want Excel to display. 
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The Function 
Arguments dialog box 
opens. 


© Click here to choose 
the cell containing the 
search value. 


@ Click here to select the 
range containing all 
the values. 


@ Type the number of 
the column containing 
the value you want to 
find. 


Note: The leftmost column 
isd; 


® Click OK. 


@ Excel displays the result 
of the formula in the 
cell you selected in 
step 2 as a Serial 
number. 


The formula appears in 
the Formula Bar. 
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; What does the Range_ 
lookup argument do? 


‘w You can use this argument 
to tell Excel whether to 
return an exact match or 
an approximate match to 
the Lookup_value you 
specify in step 9. If you 
omit the argument or set 
the argument to TRUE, 
Excel finds an approximate 
match. If you set the 
argument to FALSE, Excel 
finds only exact matches. 
In this example, the syntax 
for the function that 
includes a Range_lookup 
argument would be as 
follows: =V/LOOKUP 
(D3,A3:B33,2,FALSE). 


Can I use the VLOOKUP 
function with text instead 
of values? 


w Yes. You can search for a 
text string by typing the 
text that you want to find 
in the Lookup_value field. 
You can also have Excel 


return text stored in a cell. 


However, you cannot use 
the Range_lookup 
argument to specify 
whether Excel should find 
an exact match or an 
approximate match. 


Are there any restrictions 
concerning the range that 
I select in step 107 


vw Yes. The leftmost range 
must contain the text or 
value for which Excel will 
search. If the leftmost 
column contains values, 
each value must be unique, 
and the entries must be 
sorted from lowest to 
highest. If the leftmost 
column contains text 
entries, each entry must 
be unique, and the 
entries must be sorted 
alphabetically. 
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Look Up a Single 
Value in a Row 





provides all that particular type of information. 


The HLOOKUP function horizontally searches the top 
row of the range to find a value that you specify. 
When the HLOOKUP function finds the value in the 
top row, it searches down that column for one of the 
values in the column; you use one of the arguments of 
the HLOOKUP function to identify the row containing 
the value you want to find. For example, suppose you 





Look Up a Single Value in a Row \ 


@ In your worksheet, list the 
values that Excel should 
search in rows. 


Note: Be sure to sort the tabular e3 
information based on the first 
row; see Chapter 21 for more on 


sorting tables. a Altice 
5 Anderson 
@ Click the cell in which you Bai 
want to store the function. ao 
10 Baugh 
@ Click the Formulas tab. we 
13 Boles 
@ Click Insert Function. puensbeues 
16 Bullock 
The Insert Function dialog 17 Cla 
18 Cohen 
box opens. 13! Croy 


20 Curry 
21 Dawes 


© Type a description here of cre 
the function you want to use. 23 Dobe 


© Click Go. 
©@ Click HLOOKUP. 


25 Ebel 
26 Fenton 





@ A description of the selected 
function appears here. 


@ Click OK. 


ou can use the HLOOKUP function to find a 
value in one row of a range of related values. 
In the range, information in any given column 


1 Last < Mid-Term Final 


Sheet 1 Sheet > 


Geach for 2 furthers 
ercorta loteg 


have stored students’ numeric grades in a worksheet 
and you would like to translate numeric grades to the 
letters A, B, C, D, and F. You can use the HLOOKUP 
function to quickly find the letter grade corresponding 
to a number grade. 


The HLOOKUP function takes three arguments: First, 
you identify the cell containing the value for which 
you want to search. Second, you identify the range 
containing the data that Excel should search. Third, 
you identify the row containing the information you 
want Excel to display. 
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} 38 30 
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Working with Commonly Used Lookup Formulas 





The Function Arguments ttre . 
dialog box opens. : ; ; a 


RE) HLOORUPIDS G2:KE,3) of 


1 Last Name Mid-Term Final Awerage Letter Grade 
z ' 





7 Aririgh as 1g fd For ceore: grester than er equal te 0 6p 7 6 10 
: a Allen ao Fy But loge than Er G3 ‘a iF 100 
© Click here to choose the 4 Aloe a om on letter Grade pba |e [wa 
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cell containing the 











search value. a eeilows a 
ate 
@) Click here to select the i Bloc 20 
range containing all the iSjeoles 7 
values you want to oak ss Pa en es ee nae nee et 
search. Bees a — eet =i lll iad 
10 Core oD 0 65 
This example searches Spleen ats 
G2:K4. ° —* : 
23 Dexbal! 5s §8 6; 
@ Type the number of the ie “om 
row in the search range Se att 
containing the value aa $f 
you want Excel to ‘ ‘ ocho. ; See 
display asa result of the saat Jeune aSeram —e poenene a ee sos cas — sian as'ov elt : ss | 
search. Bliiser on ner ecnas ye ee Ta 
Note: The top row is 7. sates os 
@ Click OK. eng ook 
@ Excel displays the result : tales 1 
of the formula in the 15 Bratcher 
cell you selected in step 170m son ts 
2 as a serial number. : coy " : © 
The formula appears in oe eaaie = 3 
the Formula Bar. cue S . 








I saw the LOOKUP function 
in the Insert Function 
dialog box. How does it 
work? 


Can I use a cell reference 
instead of an HLOOKUP 
function? 


vw Yes. However, using a cell 


Why did Excel return 

a #NAME! error for an 
HLOOKUP function that 
I set up? 


Vv 


You need to remember 
that the order of the 
information in the range 
that you search is 
important. The information 
in the table must appear 
from lowest to highest or, 
if you are searching text, 
the text entries must 
appear alphabetically. In 
addition, the entries in the 
top row of the table must 
be unique. Otherwise, 
Excel returns an error. 


reference does not account 
for changes that you make 
to the value that you 
would have used for the 
Lookup_value argument. If 
you make a change to that 
cell, Excel does not update 
the cell containing the cell 
reference — the one in 
which you would have 
stored an HLOOKUP 
function. 


Vv 


The LOOKUP function 
works on a single row or 
single column range where 
the values are sorted in 
ascending or alphabetical 
order. You supply a search 
value, a single row or 
column range to search, 
and a single row or column 
range where Excel can 
store the values it finds. 
The two single row or 
column ranges must be the 
same size. 
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Look Up a Value 


in a Table 


ou can use the MATCH function to find the 
row or column position number in a range for 
a particular value. The MATCH function does 
not return a value; instead, it returns the relative 
position of a value in a range. Because the MATCH 
function does not return an actual value, it is not often 
used by itself. However, the MATCH function is often 
used in conjunction with the INDEX function to return 
the value at a particular position in a range. 





Used in combination, these two functions can help 
you perform a two-way lookup. That is, you can 
search down columns and across rows of a range to 
return the value in a single cell within that range. 


rr Uy ee) Value in a Table 





Determine the Position of a 
Value 


a In your worksheet, list the 
values that Excel should Jas = 
search in rows. 


Acknsh 


® Click the cell in which you ; Alten 
want to store the function. semen 
© Click the Formulas tab. ewans 
5 Barrett 
® Click Insert Function. lone 
Bloomquist 
The Insert Function dialog : ee 
15 Bratcher 


box opens. 


16 Bullock 
17 Clark 
18 Cohen 


© Type a description here of the 
function you want to use. 


® Click Go. 
©@ Click MATCH. 
@ A description of the selected 


18 Croy 

20 Curry 

21 Oows 

272 Dsl Rosso 
23 Oove 

24 Eaton 

25 Ebel 


26 (Fenton 
«4b ht) 6 6Sheetl 





: LastName Mid-Term Final Average 


65 
+] 
659 
92 

) 
64 


q? 


o2 


64 


Or select 8 Category; Recommended 


The MATCH function requires two arguments, and 
you can specify an optional third argument. You must 
define the cell containing the value for which you 
want to search and the range to search. When 
searching a column, you specify only the column you 
want to search. When searching a row, you specify 
only the row you want to search. 


You can set the Match_type argument to one of three 
values: 1, 0, or -1. If you omit this argument, Excel 
sets the value to 1. 
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@ Click OK. 
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The Function 
Arguments dialog box 
opens. 


© Click here to choose 
the cell containing the 
search value. 


@ Click here to select the 
range containing the 
values to search. 


@ Type the value for the 
Match_type argument. 


This example uses 0. 
@ Click OK. 


@ Excel displays the result 
of the formula in the 
cell you selected in 
step 2 as a Serial 
number. 


The formula appears in 
the Formula Bar. 
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What happens when I omit 
the Match_type argument 
or set it to 1? 


w When you omit the 
Match_type argument or 
set it to 1, Excel finds and 
returns the location of the 
largest value that is less 
than or equal to the 
lookup value — the first 
argument of the MATCH 
function. To use this 
setting, you must sort the 
values in the range in 
descending or reverse 
alphabetical order. 


What happens when I set 
the Match_type argument 
to 0? 


w When you set the 
Match_type argument 
to 0, Excel searches for 
and returns the location of 
the first value that exactly 
equals the lookup value. If 
you use this setting, the 
order of the values in the 
range that you search do 
not matter; they do not 
need to be in ascending 
or descending order. 


What happens when I set 

the Match_type argument 

to -1? 

w When you set the 
Match_type argument 
to -1, Excel searches for 
and returns the location 
of the smallest value in 
the range that is greater 
than or equal to the 
Lookup_value argument. 
To use this setting, you 
must sort the values in the 
range in descending or 
reverse alphabetical order. 
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Look Up a Value 
in a Table (continued) 


ou can use the INDEX function to return a conjunction with the MATCH function. Because the 
value that appears at the intersection of a row MATCH function returns row numbers and column 
and a column. The INDEX function differs numbers, you can use the results of the MATCH 
from the MATCH function because the INDEX function function as arguments of the INDEX function. 
returns the value that appears in the cell that you 
identify by using the INDEX function; the MATCH 
function returns the relative row number or column 


number of the cell that you identify by using the addition, Excel offers two ways of using the INDEX 
MATCH function. function: in its array format or in its reference format. 
While you can simply specify the row number and The example in this section shows the array format. 
column number as you set up the INDEX function, the 

power of the INDEX function comes from using it in 


Look Up a Value in a Table (continued) ¥ 


Return the Value 





The INDEX function requires three arguments: the 
range you want to search, the row number of the 
range, and the column number of the range. In 
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The Function Arguments 
dialog box opens. 


@ Click here to select the 
range containing all the 
values to search. 


@ Click here to choose the 
cell containing the row 
number. 


2) Click here to choose the 
cell containing the 
column number. 


® Click OK. 


@ Excel displays the result 
of the formula in the cell 
you selected in step 1 as 
a serial number. 


@ The formula appears in 
the Formula Bar. 





How do I use the 
reference,row_num,column_num,area_num 
argument in the Select Arguments dialog 

box for the INDEX function? 











w Using this version of specifying arguments, 
you can select more than one range to 
search. You can specify multiple ranges, 
placing the ranges in parentheses to 
separate them from other arguments, and 
then use the area_num argument to identify 
which of the ranges you want Excel to 
search. The formula =INDEX((A1:B6,C1:D7), 
3,2,1) would return the value in cell B3, the 
cell located at the third row, second 


column, in the first range. 


inex =) Be 2) aNDEX(Auwgy,lz,(9) 
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What formula did you use to set up the 
MATCH function for the column number? 


w The lookup value appears in cell G3, and 
the Lookup_array range is A1:D1. The 
formula is =MATCH(G3,A1:D1,0), and the 
Match_type argument is set to zero to 
return the location of the first value in the 
range that equals the lookup value. 


Can | combine the INDEX and MATCH 
functions to display a value in a cell 
located at a specific intersection? 


w Yes. But the formula might appear to be 
complicated. Using the worksheet in this 
example, the formula would be: =INDEX 
(A1:D27,MATCH(G2,A1:A27,0), MATCH 
(G3,A1:D1,0)). 
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Choose a Value 
from a List 


ou can use the CHOOSE function to look up 

the information in a list and substitute other 

information for it. For example, suppose your 
worksheet lists dates in three columns for month, day, 
and year. Month numbers appear in the column 
containing the months, and you would like to change 
the numbers to the words representing month names. 
In this case, you would use the CHOOSE function. 





To use the CHOOSE function, set up a separate list in 
your worksheet that provides the possible results for 
Excel to return. The Index_num argument of the 
CHOOSE function must be a number or a cell 
containing a number between 1 and 254; this 





Choose a Value from a List 





@ In your worksheet, list the 
values that Excel should 
change. 


@ List the cells containing the  @  ~@. & 
A B ¢ 
1 Month MonthName Day Year 


information you want to use 
as substitutions. 


© Click the cell in which you 
want to store the function. 


January 


@) Click the Formulas tab. rf 
© Click Insert Function. i 
The Insert Function dialog ie 
box opens. a 


© Type a description here of : <_9 . 


the function you want to use. 
©@ Click Go. 2 
@ Click CHOOSE. 





Vests eed 





argument identifies the cell you want to convert. 
Other arguments, value1 through value254, identify 
the cells containing the possible substitutions. 


The order of the value arguments determines which 
result Excel displays. Excel considers the valuel 
argument as the first item in the list, and subsequent 
value arguments increment sequentially. Excel 
compares the Index_num argument that you set to its 
corresponding position in the list of value arguments 
and returns the appropriate substitution. For example, 
if the Index_num argument is 4, then Excel returns the 
contents of the cell listed as the value4 argument. 





Or select 6 Category: Recommended ix] 





CHOOSO(index_mamn,valuet wobse2?_) 
@e hooemt 2 walee OF acon to perform from a bet of wakes, barwed on an iichex 


@ A description of the selected eee 
function appears here. @ 
© Click OK. 





tuner Q ox ; 


Careri 
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The Function Arguments OaoRt 
dialog box opens. 


@) Click here to choose the 
cell you want Excel to é 
change. 


@ Click here to choose the f 
cell containing the first 
possible substitute. 


® Repeat step 11, clicking 
the cell containing each i 


| Janipary 


subsequent possible 2 
substitute. _ 
@® Click OK. ee 
@ Excel displays the result _ , 
of the formula in the cell i Month MonthName Day Your 
you selected in step 3. ot enee ; 
The formula appears in 1 
the Formula Bar. 
hi 
i 
i 
Gis | 
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Why did I get a #VALUE! error as the 
result of my CHOOSE function? 


w You probably selected a range of values for 
the valuel argument instead of selecting 
individual cells. The CHOOSE function 
chooses a value from the list of values 
specified as arguments. If you specify the 
range A1:A4 as an argument for the 
CHOOSE function, Excel reads the range as 
the valuel argument, not the value1, 
value2, value3, and value4 arguments. To 
specify the arguments correctly, you must 
list them individually, separated by 
commas. For example, instead of 
=CHOOSE(2,A1:A4), you should use 
=CHOOSE(2,A1,A2,A3,A4). Click each cell. 
The order in which you select the cells 
determines which one Excel substitutes 
based on the Index_num argument value. 


Is there an easy way to copy the function 
down a column? 


w Yes. Edit the function by selecting the cell in 
which it appears and then pressing F2. 
Change all the cell references except the 
first one — the Index_num argument — to 
an absolute cell reference. To do this, place 
the insertion point in a cell reference and 
then press F4 to insert the dollar signs that 
signify an absolute cell reference. In the 
example, the function would look like this: 
=CHOOSE(A4, $E$2,$E$3,$E$4,$E$5,$ES6, 
$E$7,$E$8,$E$9,$E$10,$E$11,$E$12,$E$1 3). 
When you copy this formula down the 
column, Excel adjusts only the first 
argument, which represents the cell you 
want to change. The rest of the arguments 
continue to point at the same range. 
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Determine the Number of 
Columns in a Selection 


ou can use the COLUMNS function to 
determine the number of columns in a range. 
For example, suppose you keep a worksheet 
that contains name and address information for the 
members of a club, along with other miscellaneous 
information about each club member. You might want 
to use the COLUMNS function to determine the 
number of columns in your worksheet that contain 
membership information. 





The COLUMNS function can also be very useful if you 
assigned a name to a range and you want to 
determine the number of columns in the named 
range; the COLUMNS function makes it very easy to 
determine this information. 


You might also want to use the number of columns 

in a range as part of a calculation, and you can use 
the result of the COLUMNS function to return that 
number. That is, you can nest the COLUMNS function 
in another function to perform a calculation. 


For example, you can use the result of the 

COLUMNS function as the Index_num argument 

of the CHOOSE function. See Chapter 13 for more on 
the CHOOSE function. 


The COLUMNS function takes only one argument: the 
range for which you want to determine the number of 
columns. 


Determine the Number of Columns in a Selection 





@ Click the cell in which you 
want to store the 
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In step 4, | accidentally typed “column” Can I use the COLUMNS function with an 
instead of “columns” and found the array as the argument? 


COLUMN function. How does it differ from w Yes. Simply select the array as the argument 


the COLUMNS function? of the COLUMNS function; Excel returns 
‘v While the COLUMNS function returns the the number of columns in the array range. 
number of columns in a range or an array, For example, suppose you selected the 
the COLUMN function returns the number range A1:C2 and then typed the following 
of a specified column. Column A is formula: ={1,2,3;4,5,6}. Excel fills the 
considered 1, and each successive column is range A1:C1 with the numbers 1, 2, and 3 
sequentially numbered. If you use the and the range A2:C2 with the numbers 4, 
formula =COLUMN(H1 36), Excel returns 8 5, and 6. If you select any cell in the range, 
because H is the eighth column. If you use you see the array formula. If in cell D4 you 
a range as the argument, Excel considers type =COLUMNS(A1:C2), Excel returns 3, 
only the first value in the range, so the the number of columns in the array range, 
formula =COLUMN(H136:L153) also returns as the result. 
8. However, if you use an array as the 
argument, Excel returns an array as the 
result of the formula. 
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Determine the Number of 
Rows in a Selection 


ou can use the ROWS function to determine given timeframe. For example, you might want to 
the number of rows in a range. For example, know the number of sales on a given day, in a given 
suppose you keep a worksheet that contains week, or for an entire month. 

sales information for a cable company; the worksheet 
tracks sales each day, listing the amount of the sale, 
the type of cable product sold, who made the sale, 
the branch office from which the sale was generated, 
and whether the sale was made to a new or an 
existing customer. You might want to use the ROWS 
function to determine the number of sales made in a 





The ROWS function can also be very useful if you 
assigned a name to a range and you want to 
determine the number of rows in the named range; 
the ROWS function makes it very easy to determine 
this information. You can also use the ROWS function 
as the argument for another function. The ROWS 
function takes only one argument: the range for which 
you want to determine the number of columns. 


Determine the Number of Rows in a Selection 









@ Click the cell in which you 


want to store the e@c#en 
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mm 62/1/7010 19.95 VOIP Prone Customer Service Phogns Existing 
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Can I use the ROWS function in 
conjunction with another function? 


w Yes. For example, you can use the result of 
the ROWS function as the Index_num 
argument of the CHOOSE function to 
specify the number in a list of substitutes 
that Excel should use when making a 
substitution. See Chapter 13 for more on 
the CHOOSE function. 


In step 4, I accidentally typed “row” 
instead of “rows” and found the ROW 
function. How does it differ from the 
ROWS function? 


w While the ROWS function returns the 
number of rows in a range or an array, the 
ROW function returns the number of a 
specified row. Row 1 is considered 1, and 
each successive row is sequentially 
numbered. If you use the formula 
=ROW(H1 36), Excel returns 136. If you use 
a range as the argument, Excel considers 
only the first value in the range, so the 
formula =ROW(H1 36:L153) also returns 
136. However, if you use an array as the 
argument, Excel returns an array as the 
result of the formula. 


Can I combine the COLUMNS and ROWS 
functions to find the total number of 
cells in a range? 


w Yes. Suppose you store sales information in 
the range A2:F351. You can use the 
following formula to determine the number 
of cells in the range: =COLUMNS(A2:F351) 
*ROWS(A2:F351). Excel returns 2100 
because the COLUMNS function returns 
6 and the ROWS function returns 350. 
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Change 
Text Case 


[though you ordinarily think of doing 

mathematical calculations in a spreadsheet, 

Excel also contains several functions that you 
can use to perform operations on text entries, known 


as string operations. 


You often need to use text functions when you work 
with data that you import into Excel from other 
programs. For example, suppose you purchase a 
mailing list for your direct mail business. You intend to 
send letters to everyone on the list to advertise your 
products and services, and you want to use the mail 
merge feature in your word processor to create the 





Change Text Case § 


Use Proper Case 


@ Click the cell in which you 
want to store the 
function. 


@& Click the Formulas tab. 
© Click Insert Function. 


The Insert Function dialog 
box opens. 


® Type a description here 
of the function you want 
to use. 


This example uses proper. 
© Click Go. 
© Click PROPER. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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letters. When you open the file containing the mailing 
list, you discover that all the names appear in 
uppercase letters. You need to change the way the 
information appears before you can use it in a mail 
merge operation. 


You can import the file into Excel and then use the 
PROPER function to change the appearance of the text 
in the mailing list. The PROPER function capitalizes the 
first letter of each word and changes all other letters 
to lowercase. The PROPER function also capitalizes any 
letter that appears in the text argument that is 
preceded by any character other than a letter. 
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i [MYRNA AQKRISH Myrna 
2 HOLLY ALLEN 

2 whoa ALLEN 

4 LAUREN ALTIERE 

5S NANCY ANDERSON 
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12 PAN BLOG 
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ls ROSIE ROLES 
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19 MARY ANN BRATCHER 
20 Gites BROWNE 
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22 BOPBORO CLORE 

23 teARLyN “Rover 

24 YATHLEEN CROY 
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The Function 
Arguments dialog box 


opens. 


8) Click the cell you want 
to use as the 
argument. 


@ Anticipated results 
appear here. 


© Click OK. 


Excel displays the result 
of the formula in the 
cell you selected in 


step 1. 


The formula appears in 
the Formula Bar. 


“What does the PROPER 


function do when I have 
more than one word in a 
cell? 


v 


The PROPER function 
capitalizes the first letter of 
each word in the cell. For 
example, suppose cell Al 
contains “sales for products 
in june.” If you type the 
function =PROPER(A1) in 
cell B1, then Excel 
capitalizes each word in 
cell B1, displaying “Sales 
For Products In June.” 


Applying Reference, Information, and Text Formulas 






(Comwerts « tent string to proper cone; the fret letter mn gech word m upgpercess, and af other letters to 
beer cece 


Tet text erxinesd m g.ntsteon mats, 


eterence te 2 onl cortsewe tent to pavtiady 


eouls 
BOURBOUST 
BOWERS 

13 MGRY Aly BRATCHER 
SROWNE 





















= ke =PROPER(E! | — i$ —— 
= sa anpeeidacianp seen ; ; 


c ote Fr 6 


ANDINSON 
ANDERGON 
aNnson 
BAiLLOux 
BORATTA 
aasrarTT 
BALCH 
LOO 
SLOOGETT 
BLOOMOLEST 
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20 Ginew SROWNE 
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What does the PROPER 
function do when I have 
multiple words in a cell 
and some of the words 
contain numbers? 


w The PROPER function 
capitalizes the first letter of 
each word as well as any 
letter that appears after 
any character that is not a 
letter. For example, 
suppose cell Al contains 
“sales for product 1h32b.” 
If you type the function 
=PROPER(A1) in cell B1, 
then Excel displays “Sales 
For Product 1H32B” in 
cell B1. 


" 


«formate thet returns text, oF @ 
captain 


To enter the formula in 
adjacent cells, must I go 
through the steps to enter 
the formula again? 


Vv 


No. You can copy the 
formula to the adjacent 
cells by using either the Fill 
handle or by clicking Copy 
([21 ) on the Home tab, 
selecting the cells to which 
you want to copy the 
formula, and then clicking 
the Paste button. When 
Excel copies the formula, it 
adjusts the formula 
because the argument is 
stored in the original cell as 
a relative cell reference. 


Pail eg , 4 











[is 


255 


256 


Change Text 


Case. (continued) 


ou can use the UPPER function to change text 
in a cell so it all appears in uppercase letters. 
For example, suppose your boss has decided 
that the part numbers for inventory parts that you use 
in your worksheet must all appear in uppercase. 
However, you find it difficult to remember to switch 
between upper- and lowercase as you move from cell 
to cell in your worksheet. In fact, you find it easiest to 
type everything in lowercase letters. You can use the 
UPPER function to convert the contents of any cell so 
all letters in the cell appear in uppercase. 





Change Text Case (continued) 





The UPPER function takes only one argument: the text 
you want to display in uppercase. You can type the 
text as the argument or you can supply a cell address 
containing the text that you want to display in all 
uppercase letters. When you use the UPPER function, 
Excel changes all letters in the argument so they 
appear in uppercase. If you supply an argument that 
contains multiple words, Excel displays all the words in 
the argument in uppercase letters. 





Use Uppercase Letters 
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selected function appears 





here. 


©@ Click OK. 
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The Function 
Arguments dialog box 
opens. 


@ Click the cell that you 
want to use as the 
argument. 


@ Anticipated results 
appear here. 


Click OK. 


Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


The formula appears in 
the Formula Bar. 


Applying Reference, Information, and Text Formulas 
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How do I get the results of 
the UPPER function to 
replace the information 
that I want to convert to 
uppercase letters? 


First, copy the formula 
down the column. Select 
the cells containing the 
formula, click the Home tab, 
and then click Copy ([@ ). 
Then, click the drop-down 
arrow ([*]) below Paste and 
click Paste Values. Excel 
converts the formulas to 
values. Finally, select the 
column you just converted 
to values, click [% , click the 
first cell you want to replace, 
and then click Paste. 


v 


How does the UPPER 
function handle numbers 
mixed in with letters? 


‘w The UPPER function ignores 
numbers and operates only 
on letters. Numbers remain 
in the text string in their 
original location. The 
UPPER function operates 
only on the text around 
them, changing the text so 
all letters appear in 
uppercase. If some letters 
already appear as 
uppercase letters, Excel 
does not change them. 


If you typed everything in 
lowercase letters, how did 
you get column B to appear 
with uppercase and 
lowercase letters? 


Using the PROPER function, 
the contents of column B 
can be changed from all 
lowercase letters to proper 
case, as shown in this 
example. Follow the steps 
in the subsection “Use 
Proper Case” to make this 
change. 


Vv 
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Change Text 


Case. (continued) 


ou can use the LOWER function to convert 
text in your worksheet so it all appears in 
lowercase. For example, suppose you keep a 
worksheet of inventory item sales, and several people 
have been updating the worksheet. Various individuals 
may have also typed inventory product numbers in 
different ways, so the appearance of the product 
numbers is inconsistent. Your vendor uses all 
lowercase letters when referring to the part numbers, 
so you want to change all the part numbers so they 
appear in lowercase. If you do not want to enforce 
case rules on those entering the information, then you 








The LOWER function takes only one argument: the 
text you want to display in lowercase. You can type 
the text as the argument or you can supply a cell 
address containing the text that you want to display in 
all lowercase letters. When you use the LOWER 
function, Excel changes all letters in the argument so 
they appear in lowercase. If you supply an argument 
that contains multiple words, Excel displays all the 
words in the argument in lowercase letters. 


can use the LOWER function. 





Use Lowercase Letters 


@ Click the cell in which you 
want to store the 
function. 


@& Click the Formulas tab. 
@ Click Insert Function. 


The Insert Function dialog 
box opens. 


® Type a description here 
of the function you want 
to use. 


This example uses 
lowercase. 


© Click Go. 
© Click LOWER. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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The Function 
Arguments dialog box 
opens. 


© Click the cell you want 
to use as the 
argument. 


@ Anticipated results 
appear here. 


© Click OK. 


Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


The formula appears in 
the Formula Bar. 


. How does the LOWER 
function handle numbers? 


w Like the UPPER function, the 
LOWER function ignores 
numbers and operates only 
on letters. Numbers remain 
in the text string in their 
original location. The 
LOWER function operates 
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Can you give me another 
example of when I might 
use the LOWER function? 


Suppose you imported 


Applying Reference, Information, and Text Formulas 
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information into Excel that 
appears in a mixture of 
title case, uppercase, and 
lowercase. You may also 
need to combine 
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How does the LOWER 
function handle 
punctuation? 


It ignores punctuation. For 
example, suppose cell Al 
contains two sentences, 
such as “This is text. | want 
it all in lowercase letters.” 
If you type =LOWER(A1) 


only on the text around 
them, changing the 
text so all letters appear 
in lowercase. If some 
letters already appear as 
lowercase letters, Excel 
does not change them. 


information that appears in 
several cells to use in 
sentences. You can use the 
LOWER function to change 
all the text to lowercase 
and reduce the amount of 
editing that you need to 
do. For more on 
combining text, see the 
section “Join Text.” 


in cell B1, then Excel 
displays the following in 
cell B1: “this is text. i want 
it all in lowercase letters.” 
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Change Text 


Case (continued) 


[though Excel does not contain a function 

that creates sentence case, you can use a 

combination of functions to generate 
sentence case for a cell. For example, suppose you 
receive a workbook from someone that contains 
directions for using the workbook in cell Al, and the 
directions appear in all uppercase letters because the 
file was generated by a program other than Excel. You 
can change the appearance of the text in cell Al by 
using a combination of the LOWER, UPPER, LEFT, 
RIGHT, and LEN functions. 


mente ete ee 





Apply Sentence Case 





Initially, you convert all the text in cell Al to 
lowercase. Next, you use the UPPER, LEFT, RIGHT, and 
LEN functions to make the first letter in the cell appear 
in uppercase, identifying the letter by using the LEFT 
function. Then, you combine the newly uppercase 
letter with the rest of the string by using the RIGHT 
and LEN functions together. You use the LEN function 
to determine how many characters appear in the cell 
and the RIGHT function to operate on all those 
characters except for the first character. 


You cannot use the Insert Function Wizard to create 
this kind of combination function. 
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cell you selected in step 1. 
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@ Type ,1))&RIGHT(. 


© Click the cell you 
selected in step 1. 


@ Type ,LEN(. 


@ Click the cell you 
selected in step 1. 


® Type )-1). 
® Click 7. 


@ Excel displays the result 
of the formula in the cell 
you selected in step 1. 


The formula appears in 
the Formula Bar. 


Note: You can replace the 
information in the original 
cell with the information you 
generated by converting the 
function to a value and then 
copying it. See the section 
“Change Text to Values.” 
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What does the LEFT 
function do? 


v Using the LEFT function, 
you can tell Excel to work 
with a specified number of 
characters on the left side 
of a string of characters. 
The function takes two 
arguments: the cell 
containing the string and 
the number of characters 
at the left side of the string 
that you want Excel to 
use. If you enter a number 
equal to or larger than the 
number of characters in the 
string, Excel works with the 
entire string. 


What does the RIGHT 
function do? 


w The RIGHT function works 
like the LEFT function — 
only from the right side of 
a string. Using the RIGHT 
function, you can tell Excel 
to work with a specified 
number of characters on 
the right side of a string of 
characters. The function 
takes two arguments: the 
cell containing the string 
and the number of 
characters at the right side 
of the string that you want 
Excel to use. 


What does the LEN function 
do? 


‘Ww You can use the LEN 


function to determine the 
number of characters in a 
string. The function takes 
only one argument: the 
cell containing the string 
whose length you want 

to find. As shown in this 
example, the LEN function 
is often used in conjunction 
with the LEFT and RIGHT 
functions. 
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Join 
Text 


ou Can join text stored in several cells so the 
text appears in a single cell. For example, 
suppose you receive a file that contains name 
and address information. In the workbook you receive, 
the city, state, and ZIP code appear in separate cells. 
For your purposes, things would work better if they all 
appeared in one cell and in the format where a 
comma and a space follow the city name and two 
spaces separate the state from the ZIP code. You can 
use the CONCATENATE function to combine the text 
in the three cells into a single cell. 





Gis 


@ Click the cell in which you 


want to store the 
function. 
® Click the Formulas tab. 
@ Click Insert Function. ee 
? Marjone lames 
The Insert Function dialog ie ee 
box opens. seas taigren 
® JerySJsude Sehneck 
@ Type a description here ajo Moss 
° Christy Warren 
of the function you want 1 Gerald Alderete 
12 | Alice Car 
to use. 13 Lois Sullivan 
14 James O'Gorman 
This example uses join. Bice everday 
7 lu Slater 
@ Click Go. io 
2 
© Click CONCATENATE. x 
<3 
@ A description of the 
selected function appears 2 
here. 





©@ Click OK. 





The CONCATENATE function requires as many arguments 
as you have text to join — up to 255 arguments. This 
example shows how to assign five arguments to the 
CONCATENATE function. Three of the arguments are 
cells containing city, state, and ZIP code information. 
The other two arguments add space between the 

city and state as well as between the state and the 

ZIP code. 


You may want to convert the function to a value when 
you finish so you can copy and paste the cells 
wherever you need them. See the section “Change 
Text to Values” for more. 





1234. 100th Way Scottsdale, ran S255 Scottsdale, AZ 95255 
P.O. Box 1234 Caretrea, re Sav 
1247 W. Maullberry Or Chanedler, az S248 
14353 E. Westchester Or Charailer, AZ 289 
9771 Md. 159th Avenue Goodyear az $5338 
3726 E. Jorcen, 218 Meta ~ 8$207 
7730 £. Pueblo Ave hilosa oa” BS708 
18385. Vingyerd #25 Mesa AS 5210 
£327. Ramads Or Mesa me 3215 
2015 N. 34th Phoeri«, AS SU50 
18525 LC. Turney Scottsdale, rd S251 
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40597 N, 00th Place Scottsdale, AZ 3250 
7604 N. 66th Way Scottsdale, we S262 
1239 Heritage Drive Sun Oty West te 5375 
1609 No. ISdth Lane Sun City West aS S375 
3011 Desert Glen Drive Sun City Weg a2 375 
704] Spnng Meadow Orive Sun City West a2 375 


Search for a furxton: 
(2 il 
Or select 2 Category; Recommended 


Sete a furetiog 





CONCATENATE (text t text?) 
e. .) Jatt Greer al teat rings to one test slr 





The Function Arguments 


dialog box opens. — 


7 Care & Pa 


8) Click here to choose the 


cell representing the : . 
first argument. ser 
© Click here to type a : . 


space. ode 





When the insertion Bae 
point leaves the box, — 
Excel surrounds the = 
space(s) you type with is 
quotation marks (""). a 
@ Repeat steps 8 and 9 to cw 
include all information. 
Note: Specify arguments in ie 
the order in which you want vere 
the joined text to appear. Ns 
@ Click OK. tery 
@ Excel displays the result ; cara 
of the formula — the eas 
joined text — in the cell ae 
you selected in step 1. Sic 
The formula appears in 1 
the Formula Bar. D 
ary. ” 





Is there a way to join text without using a 


function? 
w Yes. Excel automatically views the 


2 


: Oe —= 


|  CONCATIONATE 
testi ce Pr ree 


ampersand (&) as a concatenation operator, 
and you can use it to join cells. Suppose 
you want to join the city, state, and ZIP 
code shown in cells D3, E3, and F3, 
respectively, in the example. If you type 
=D3&" "SE3&" "&F3 in cell G3, Excel 
displays "Chandler, AZ 85248" in cell G3. 
Type quotation marks around any text 
strings, such as spaces, that you want to 
include but have not stored in cells. In this 
example, one space appears between the 
first set of quotation marks, and two spaces 
appear between the second set of quotation 
marks. 


ap jee 


Tete | hare bata... 
ma 
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Why did you perform step 9? 
w The CONCATENATE function simply joins 


information that you type as arguments 
when you use the Insert Function Wizard 
or information that appears in cells. In most 
cases, you need space when you join two 
or more cells. You must explicitly include 
space when you use the CONCATENATE 
function. In the example, if no spaces were 
included, Excel would have returned 
"Carefree,AZ85377" as if it were all one 
word. You include spaces as arguments to 
the function wherever you want Excel to 
insert spaces in the end result. The same 
principle is true if you use the ampersand 
operator to join text. You must include 
spaces, enclosed in quotation marks, at 
appropriate places in the string. 
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Split 
Text 





ou can split text stored in one cell so it 
appears in multiple cells. For example, 
suppose the person responsible for show ticket 


sales in your organization stored the names and 
addresses of those who purchased tickets in a 
workbook, typing the city, state, and ZIP code ina 
single cell. As the keeper of your organization’s 
address list, your job is to combine the information in 
the ticket sales workbook with the mailing list 
workbook that you keep. However, in your workbook, 
you have separated the city, state, and ZIP code into 


Split Text § 


@ Click a cell in your 
worksheet that contains 
information that you want 
to split into separate cells. 


@ Click the Data tab. 
@ Click Text to Columns. 


The first screen of the 
Convert Text to Columns 
Wizard dialog box 
appears. 


® Click a radio button to 
describe how your data 
is separated in the cell 


(© changes to @). 


Note: If you want to control 
where cell breaks appear, 
choose Fixed width. This 
example uses Fixed width. 


@ Click Next. 
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18 Dave S Pam Wamper 
19 





17 Chuck & Anne Thompton 


ee Sweet Sweaty 


three columns. You need to separate the data that you 
receive in the workbook so you can copy and paste it 
into the mailing list workbook that you maintain. 


Using the Text to Columns feature in Excel, you can 
split text in the ticket sales workbook. When you use 
this feature, you describe the characters that separate 
your data in the cell. If a character, such as a comma, 
a semicolon, or a tab, separates each portion of the 
information in the cell, then your data is most likely 
delimited. If the information in the cell is separated by 
spaces, then your data is most likely fixed width. 


S271 N. 19Sth Avenue 


P.O. Box 1234 


Sheeth «Sweets Tweet to 
Dhaene 











D2 Je Mesa, AZ 05715 
A R 
1 June Cohen L234, LOSth Wey 
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0 christy Werrer J015N. 34th St Phoens, Al 05050 
9 Gerald Alderette 1852756 Turney Scottsdale, AZ @5251 
1D James OGarman Té6S4N. 66th Way Scottsdale, AZ 8576? 
11 Darn Martimion 143336. Westchester Dr Chandler, 42 85249 
12 Lois Sullivan 635.37 N, 908M Place Scottsdale, AZ $5250 
12 Marjorie lames 1247 'W. Mulberry Or Chances, AZ 85248 
14 Jenny Beutel STIR E. Meruen, 218 Mesa, 42 835207 
15 Derhare Lanphere 29900. Pueblo Ave tesa, AZ 95200 
1h Alice Cain 49037 E. Larkspur Or Scottedale, AZ S5754 


Goodyear, AZ 89333 


Carefree, AT S5377 
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The next screen of the Convent Text to Columns Wiard Step 2 of3 
Convert Text to pslaageattrcactopasel iscsi 
Columns Wizard dialog 7 ° 
box appears. 
@ You can click to add, 
double-click to delete, Dota preview 
or click and drag to be et esr ny eas eee 
A fesn,| AD) SS2L6 
move a break line. 
© Click Next. p 
The final screen of the [sme] (stns | 
Convert Text to - . - . : . | , , ; 
Columns Wizard dialog 1 june Cohen —«-17784N. 108th Way ‘Scottsdale, az e575 
b h 2 |Deb Moss 4327 N. Ramada Cr, ~<_—_____9 
OX appeals, where 3 Jerry&Judie Schneck 1630 5. Vineyard #25 Mesa, 4295210 
you can set a column 4 Shirley Paprocki 1715 Heritage Orive SE ae ae 
5 Aline Brumley 1609 No, 154th Lane Sun City West, &7 85375 
format for each new & lu Slater 3011 Desert Glen Orive Sun City West, AZ 85379 
| 7 Alice Lawson 2041 Spring Meadow Orive Sum City West, 4205375 
CO umn. B \Chwisty Warren 2015 N. 34th St Phoenix, A7 85050 
S Gerald Alderette 185295 ©. Turney Scnttsdale, 47 85751 
] Ini 10 James O'Gorman 7SeB4N, 66th Way Scottsdale, AZ #5262 
@ Click Finish. Il Don Martinson 14353 £ Westchester Or. Chandler, 42 65249 
; ‘ 12 Lois Sullivans 43537 NW. 80th Place Scuttcdele, AZ 85253 
@ Excel splits the data In 13° Marjorie fares 1247 Vé. Mallberry Dr Chandler, A? 85248 
14 Jenny Beutel 37726 E, Jensen, #18 Mesa, AZ 85207 
the cell that you 15 Barbera Lanphere 29306. Pueblo Ave Mess, 4295200 
selected in step 1 into 16 Alice Cain 42037 E. Larkspur Or scottsdale, AZ 65254 
‘ 17 Chuck & Anne Thornpreon 9271 N. 159th Aner Gondyvar, 47 85338 
multiple cells. 18 Dave&Pam Hamper P.O, Box 1734 Carefree, AZ 8o377 
19 
20 
21 
22 
22 
24 
25 
26 
27 _ 
at ER “40 | Sheet6 Sheet? | SheetO SheetS SheetlO0 Sheetll Sheetl2 Sheet 13 4 > El 








Can I split multiple cells 
simultaneously? 


w If the cells contain text that 
is unequal in length, then 
it is difficult to split cells 
simultaneously. However, if 
several of the cells contain 
the same text, you can 
select those cells and then 
perform the steps in this 
section. You may find it 
easier to sort the data so all 
cells containing the same 
data appear grouped 
together. Click anywhere in 
the data, click the Data 
tab, and then click Sort. In 
the Sort dialog box, select 


the column by which you 
want to sort from the Sort 
by list and then click OK. 


What happens if I choose 

Delimited in step 4? 

w Inthe dialog box that 
appears, you click check 
boxes ((_]| changes to |\v/) 
to identify the characters 
that delimit your data — 
tab, semicolon, comma, 
space, or other — and you 
specify the character. You 
cannot control where line 
breaks appear by using the 
Delimited option. 





What kinds of formats can 
I assign to the new 
columns? 


w You can assign a General 
format, a Text format, or a 
Date format. You can also 
eliminate a portion of the 
data entirely by clicking 
the column representation 
containing that portion 
of the data and then 
clicking the Do not import 
column (skip) radio button 


(© changes to @). 
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Change Text 
to Values 





' ou can convert numbers stored as text to Numbers stored as text display a green triangle in the 
values. Suppose you receive a workbook that upper-left corner of the cell. Also, if you select the cell, 
contains information that was generated by a Smart Tag button appears. You can use the Smart 

exporting information from another program. Tag button to decide how you want Excel to handle 

Numbers often appear as text values in Excel. If you numbers that are stored as text. 


select a number in such a workbook and look at the 
Formula Bar, you will notice that an apostrophe (’) 
appears to the left of the number. In addition, the 
number appears left-aligned in the cell. The 
apostrophe is a universal symbol to Excel that the 
contents of the cell are text. 


You can use these values stored as text in formulas, 
and Excel returns correct mathematical results. 
However, if anyone else uses your workbook, the 
left-alignment of these numbers may confuse them. 
The green triangles can also become very annoying. 





Change Text to Values’ § 


@ Numbers preceded by = . —— 
apostrophes (') appear ; 
left-aligned, and a green 
triangle appears in the 
cell’s upper-left corner. : 















































@ Select a cell containing a 
triangle in the upper-left 
corner. 


@ An apostrophe precedes 
the number in the 
Formula Bar. 


The Error Checking button 
([® ) appears. 





@ Click &. 


Excel displays a list of 
options. The first item 
on the list describes the 
reason why |® 
appears. 


© Click Convert to 
Number. 


Excel removes the 
apostrophe from the 
cell. 


@ Excel right-aligns the 
number in the cell. 
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Can I use a number 
formatted as text in 
a formula? 


‘wv In most cases, you can. 
Excel assumes that you do 
not want the number to be 
treated as text and gives 
you the correct answer to 
the formula that you set 
up. However, in case 
anyone else uses your 
worksheet, you should 
format the numbers as 
numbers to avoid 
confusion. 


Can I convert more than 
one cell at a time? 


w Yes. Select all the cells that 
you want to convert and 
[® still appears. Then, 
follow the steps in this 
section. Excel converts all 
the cells that you select to 
numbers stored as 
numbers, removing the 
apostrophe that precedes 
each number and 
right-aligning the numbers 
in their cells. 


What should I do to 
eliminate the green 
triangles if | want to treat 
the numbers as text? 


w Select the cells, click |@, 
and then choose Ignore 
Error. Excel removes the 
green triangle and [® from 
the cell, but the apostrophe 
remains in the cell if you 
view the Formula Bar, and 
the cell contents remain 
left-aligned. Interestingly, 
Excel returns correct 
mathematical results if you 
use the contents of the cell 
in a formula. 


26/7 


Combine Text 
and Values 


ou can combine text and values in a cell, 

treating the value as a value, not as text that 

you type. Suppose your worksheet contains a 
total for sales in cell B6 that may not be final, and you 


want to use the value stored in cell B6 in another cell, 
where you also include text. 





For example, cell B6 may display $500,000, and you 
may want to store a phrase such as “Total profit is 
$500,000” in cell E11. If the value in cell B6 changes, 
you want Excel to automatically update the value in 
cell E11. If you simply type the phrase in cell E11, 
Excel does not automatically update the value in cell 


Combine Text Tr Values 





fi 


@ Click the cell in the 
worksheet where you 
want to display text 
combined with a value. 


9244,05 
Gadgets g192,370 
&  Sedgets $141,973 
& Total 3580,58) 


2 
# | Widgete 





& Type =" and then type the 
text phrase. a 


4 Gagpets 


6246,205 
$192,370 
S141,978 
5500, 561 


Widgets 





This example uses rea 
="Total gross profit is". A z 
space appears after the ; 
last word in the text i 
phrase. 
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E11 if cell B6 changes. However, Excel does update 
the value in cell E11 if you store a formula in cell E11 
instead of a text phrase. 


The formula that you use concatenates text and also 
uses the TEXT function. The TEXT function takes two 
arguments: The first argument is a value or a cell 
containing a value. The second argument describes 
the way you want Excel to format the value. You use a 
combination of pound signs (#), commas (,), Zeros 
(0), and, if appropriate, dollar signs ($) to describe the 
way you want Excel to format the number. 


© Type &TEXT(. 


@) Click the cell 
containing the value 
you want to include in 
the phrase. 


® Type ,"$#,##0"). 
© Click . 


@ Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


@ The formula appears in 
the Formula Bar. 
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What does the TEXT 
function do? 


‘Ww The TEXT function converts 


a value to text in a format 
that you specify by using 
two arguments: the value 
you want to convert and 
the format string you want 
Excel to use to display the 
value. You can use any 
number format found in 
the Category box on the 
Number tab of the Format 
Cells dialog box or you can 
create your own format. 


What do the pound signs 
(#) in the number format 
represent? 

Ww Pound signs (#) are digit 
placeholders. When you 
use a pound sign as part of 
a number format, Excel 
displays only significant 
digits for each place in the 
number where you use a 
pound sign. Excel does not 
display insignificant zeros. 


What does the 0 in the 
number format represent? 


w Zeros (0) are also digit 


placeholders. However, 
when you use a zero as 
part of a number format, 
Excel displays both 
significant digits and 
insignificant digits for each 
place in the number where 
you use a zero if a number 
has fewer digits than there 
are zeros. 
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Remove Spaces 
from Imported Data 


ften, data that you import into Excel arrives The TRIM function can eliminate leading spaces that 

with spaces padding the front or the back of appear in front of text in a cell or trailing spaces that 

the data; you can use the TRIM function to appear after text in a cell. The TRIM function is also 
eliminate those spaces. Suppose you import an smart enough to remove excess spaces that appear 
address list and find that all the first names are within a text string, replacing any sequence of two or 
preceded by a single space and all the last names have more spaces with a single space. If the phrase you 
three extra spaces at the end of the name. In addition, want to trim contains the requisite single space 
all the street addresses contain varying numbers of between words, the TRIM function does not delete 
extra blank spaces mixed in the address at different that space. The TRIM function takes only one 
locations, with no two street addresses containing the argument: the cell with the text and excess spaces. 


same amount of extra spaces in the same location. 
You can use the TRIM function to clean up your list. 








erent Spaces from Imported Data |"™ 


@ Click the cell in which you 
want to store the 
function. 


® Click the Formulas tab. 
@ Click Insert Function. 


The Insert Function dialog 
box opens. 


) Type a description here 
of the function you want 
to use. 


This example uses trim. 
9 Click Go. 
© Click TRIM. 


@ A description of the 
function appears here. 


@ Click OK. 
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The Function 
Arguments dialog box 
opens. 


@ Click the cell 
containing the text you 
want to trim. 


@ Anticipated results 
appear here. 


© Click OK. 


Excel displays the result 
of the formula in the 
cell you selected in 
step 1. 


The formula appears in 
the Formula Bar. 


Applying Reference, Information, and Text Formulas 
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Will the TRIM function 
work if the data contains 
unprintable characters? 


w No. But you can use the 
CLEAN function. The 
CLEAN function removes 
all nonprinting characters 
from a text string. The 
CLEAN function takes only 
one argument: the text 
you want to clean or the 
cell address containing the 
text you want to clean. 


How can I determine that 
extra blank spaces are 
stored at the end of a text 
string? 

Vv Spaces at the end can be 
difficult to find. Click the 
cell and then press F2 to 
edit the contents of the 
cell. In the Formula Bar, 
the insertion point appears 
at the end of the contents 
of the cell. If the insertion 
point does not appear 
immediately after the last 
typed character, the cell 
contains trailing spaces. 


Can I copy the TRIM 
formula? 


w Yes. Copying the formula 
makes it easy to remove 
extra spaces from a 
worksheet. After you create 
new cells without excess 
spaces, convert them to 
values so you can delete 
the original cells. Select the 
new cells, click the Home 
tab, and then click Copy 
([@a ). Then, click the 
drop-down arrow ([=]) 
below Paste and click Paste 
Values. Excel replaces the 
TRIM function with the 
results of the TRIM 
function. 
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Understanding 
Error Values 


hen Excel cannot properly calculate a 
formula you enter, it returns one of seven 
possible errors. Tracking down these errors 








and correcting them can be tricky unless you 
understand what causes an error to appear. 





#DIV/O! Errors 

The #DIV/0! error appears in your worksheet 
when you attempt to divide a value by zero. 
Dividing by zero is not a valid mathematical 
operation. Excel also returns this error if you 
attempt to divide by a blank cell because Excel 
treats a blank cell as if it contains the value zero. 
As a result, you commonly see this error when 
you set up a 
formula for data 
that you have 
not yet entered. 
In the figure, the 
worksheet cell 
displays the 
#DIV/0 error, 
and the Formula 
Bar displays the 
formula that 
caused the error. 





#N/A Errors 

Excel displays the #N/A error when Excel needs a 
value in a formula that is not available. For 
example, Excel displays #N/A if you omit a 
required argument from a function, such as the 
range that you want Excel to search in the 
VLOOKUP or HLOOKUP functions. In this figure, 
the worksheet cell displays the #N/A error, and 
the Formula Bar displays the formula that caused 
the error. For more on the VLOOKUP or 
HLOOKUP functions, see Chapter 13. 


272 


When you 
need to enter a 
value that you 
do not yet 
have in a cell, 
you can 
manually enter 
#N/A — or the 
corresponding 
#N/A function — in the cell to create a 
placeholder reminder for yourself. 





#NAME? Errors 

The #NAME? error appears when your worksheet 
contains a problem associated with a named cell 
or range. You see this error if you use a name 
that you have not yet defined in a formula or 
function. This error also appears if you misspell a 
cell or range name or if you enter a formula in a 
cell that uses a named range and then you 
delete the range name; Excel displays #NAME? in 
the cell because the range name is no longer 
available, and Excel does not convert the named 
range back to cell references. In this figure, the 
worksheet cell displays the #NAME? error, and 
the Formula Bar displays the formula that caused 
the error. 


Excel also displays the #NAME? error if you use a 
worksheet function that is available only in an 
add-in that you have not installed. 
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#NULL! Errors 

Excel displays the #NULL! error when a formula 
attempts to use the intersection of two ranges 
that do not intersect. Excel uses the space 
character to indicate the intersection of two 
ranges, so you may accidentally introduce this 
error if you type a space to separate arguments 
when you mean to type a comma. In this 
figure, the worksheet cell displays the #NULL! 
error, and the Formula Bar displays the formula 
that caused the error. 


However, if you 
replace the space 
between the two 
ranges in the 
formula shown in 
the figure with a 
comma, Excel 
returns a valid 
value for the function because it now reads as: 


=AVERAGE(A2:F2,B3:B10) 





#NUM! Errors 
Excel displays a #NUM! error when you enter a 
formula and use an illogical argument. For 
example, you cannot calculate the square root 
of a negative number, so if you enter the 
formula =SQRT(-16), Excel returns a #NUM! 
error. In this figure, the worksheet cell displays 
the #NUM! error, 
and the 

Formula Bar 
displays the 
formula that 
caused the 

error. 


#REF! Errors 





The #REF! error appears whenever cell 
references become invalid, which can occur in a 
variety of ways. For example, you may delete a 
cell that is used in some formulas. Or you may 
cut the contents of a cell and then paste it into 
a cell to which a formula refers. Or you may 
copy a formula to a location that invalidates a 
cell reference in the formula. In each of these 
cases, Excel displays an #REF! error. 
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Suppose you type a value in cell Al. Then, in 
cell B2, you type a formula that references cell 
A1. If you copy the formula in cell B2 to cell B1, 
the formula is no longer valid because it 
attempts to refer 
to a nonexistent 
cell above cell Al, 
as shown in this 
figure. 





#VALUE! Errors 
Excel displays the #VALUE! error under several 
different conditions. For example, you see a 
#VALUE! error if 
you attempt to 
add text and 
numbers, as 
shown in this 
figure. 





Excel also displays the #VALUE! error if you 
attempt to use a range for a function’s 
argument when you should have used a single 
value. For example, the lookup_value argument 
of the VLOOKUP and HLOOKUP functions must 
be a value or a single cell containing a value. If 
you supply a range, Excel returns the #VALUE! 
error. 


The #VALUE! error also appears if you attempt 
to enter an array formula and forget to press 
Ctrl+Shift+Enter. For more on array formulas, 
see Chapter 9. 


Logical Functions 

Excel contains a few logical functions that you 
can use to test for conditions. Some logical 
functions, such as the IF function, let you 
specify the action Excel should take if the 
condition is true and the action that Excel 
should take if the condition is false. Other 
logical functions, such as the AND function, 
simply return values of TRUE or FALSE. Some of 
the logical functions actually help you test for 
error conditions to help you catch errors before 
they happen. In the rest of this chapter, you 
explore some of the more commonly used 
logical functions available in Excel. 
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Make 
a Decision 


hen you want to make a simple decision, 
you can use the IF function. For example, 
suppose your worksheet contains daily 
rainfall values for one month and the average rainfall 
value for the month. You can use an IF function to 
classify each daily value as above or below the average 
rainfall. 





The IF function requires three arguments: the logical 
test, the value to enter if the test is true, and the value 
to enter if the test is false. The values for the results of 
the logical test can be numbers or text; if you type 
text in the Function Arguments dialog box, Excel 
automatically inserts quotation marks around the text. 








You can nest IF functions by specifying another IF 
function for either the true value or the false value. For 
example, you could create a nested IF function that 
classifies rainfall values into categories of High, 
Average, or Low. Be aware that this use of the IF 
function can quickly become complicated and works 
well only when you are setting up three or four 
comparisons. The other functions described in this 
chapter provide alternative solutions to nesting IF 
functions. 


Make a Decision — 


@ In your worksheet, list the 
values Excel should 
compare. 


® List a value to which Excel 
should compare all other 
values. 


© Click the cell in which you 
want to store the function. 


@ Click the Formulas tab. 3 
© Click Insert Function. 7 


1 Rainfall Amounts 


+ Day Raintall 


The Insert Function dialog - 
box opens. 


6 Type a description here of 20 
the function you want to 
use. 





This example uses if. 
@ Click Go. 


@ Click IF. 


@ A description of the 
selected function appears 
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‘What would a nested IF function look like 
that classifies rainfall in the example as 
High, Average, or Low? 


v 


This nested IF function would actually 
evaluate two conditions instead of one. 
Using the worksheet set up in the example, 
use the following formula in any cell 
between C3 and C33: =IF(B5>G1,"Above", IF 
(B5<G1,"Below","Average")). In this 
function, "Above" is the value Excel returns 
if the statement B5>G1 is true. If the 
statement is false, then Excel evaluates the 
nested IF function IF(B5<G1) and returns a 
value of "Below" if that statement is true. If 
that statement is false, Excel returns a value 
of "Average". 


Can I set up the IF function to return no 
value at all? 


w Yes. Suppose you want Excel to return no 
value if the result of the test is true. For the 
value that is the true argument, type a pair 
of quotation marks with nothing between 
them. The quotation marks serve as a 
placeholder, and if Excel evaluates the 
logical expression as true, Excel displays 
nothing in the worksheet; the formula still 
appears in the Formula Bar. You can also 
use the pair of quotation marks for the 
value that is the false argument. 
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Test for 
True or False 


ou can use the AND function to test for a 

series of conditions and determine whether all 

of them are true. For example, suppose you 
need to monitor the value in cell D2 to determine 
whether it is greater than the value in cell B2 and less 


than or equal to the value in cell C2. In this situation, 
you can use the AND function. 





The AND function can take up to 255 arguments. 
Typically, the arguments for the AND function are 
comparisons that use the mathematical operators =, >, 
<, >=, <=, or < >. The AND function tests each 
argument to determine whether it is true. If all the 


Toei True or False . 


@ Click the cell in which you 
want to store the 
function. 


® Click the Formulas tab. €2 
fe) Click Insert Function. 


The Insert Function dialog 14 
box opens. rf 


®@ Type a description here of : 
the function you want to 20 
use. 


This example uses and. 25 
© Click Go. 
© Click AND. 


@ A description of the 
selected function appears 
here. 


@ Click OK. 
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arguments are true, the cell containing the AND 
function displays TRUE. If any of the arguments are 
not true, the cell containing the AND function displays 
FALSE. 


The AND function does not identify for you the 
arguments that did not test as true. You need to trace 
the arguments of the AND function to identify the 
ones that are true and the ones that are false. You can 
use Excel’s features to trace precedents and 
dependents to help you identify the cells to which the 
arguments refer. See Chapter 17 for more on tracing 
precedents and dependents. 





Test Whether D2 is greater than B2 and less than or equal to C2 








Working with Logical 


The Function . 
Arguments dialog box [ 
opens. 


@ Click a cell, type a ; 
comparison operator, : 
and then type a i 
comparison value. i 


and Error Trapping Formulas 
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© Click here. ; 
@ Repeat step 8 for each : 
test you want the AND i 
function to perform. a 
@ Click OK. : 





@ Excel displays the result 
of the formula in the ; 
cell you selected in 
step 1. 


The formula appears in 
the Formula Bar. i 
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Is there a way to test whether only some 
of the conditions are true? 


w Yes. You can use the OR function. The OR 
function operates the same way that the 
AND function operates, taking up to 255 
logical arguments that typically contain 
comparisons that use the mathematical 
O/CSGNCIS = a) SS, SO eS Wile OR 
function also returns a value of TRUE or 
FALSE. However, in the case of the OR 
function, Excel displays TRUE if any of the 
conditions are true, and Excel displays 
FALSE if all the arguments that you specify 
fail to pass the tests you set up. 


Is there a way to test whether a condition 
is false? 


‘w Yes. You can use the NOT function. The 


NOT function operates the same way that 
the AND and OR functions operate, but it 
takes only one logical argument, which 
typically contains a comparison that uses 
thevimiatnemiaticdlOPElalOks: —\ = 5 = — 
or <>. The NOT function also returns a 
value of TRUE or FALSE. However, in the 
case of the NOT function, Excel displays 
TRUE if the argument does not pass the test 
you set up, and Excel displays FALSE if the 
argument you specify passes the test you 
set up. 
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Avoid Displaying 


Errors 


ou can use the IF function to avoid displaying 

errors that you know will occur when you 

enter a formula. For example, suppose you 
want to set up a worksheet to track sales figures for 
the year, and you want to include formulas that 
calculate the percent of total sales for each plant you 
operate. You also want to set up the worksheet now, 
even before you have all the information to fill in the 
worksheet. When you calculate the percent of total 
sales, you divide each plant's sales by total sales. 
Because you do not presently know total sales, the 
formula you enter makes Excel divide by zero, and 
your worksheet contains a series of #DIV/O! errors. 








Avoid Displaying Errors 





@ Cell J4 displays #DIV/0! because it 
attempts to divide cell 14, which 
contains zero, by cell 19, which also 
contains Zero. 


@ If you click the Error Checking button 
([® ) beside the offending cell, Excel 
displays a list; the first item in the list 
describes the error. 


@ Click the cell in which you want to 
store the function. 


& Click the Formulas tab. 


@ Click Insert Function to open the 
Insert Function dialog box. 


© Type a description here of the 
function you want to use. 


This example uses if. 
o Click Go. 


© Click IF. 


@ Click OK. 
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If you know that you are introducing these errors, you 
can avoid them by using the IF function to give Excel 
an alternative value to enter instead of the error. You 
are using the IF function in this section because you 
know the cell containing the grand total for sales will 
contain a formula that sums to zero. The formula 
shown in this section does not hide other error values, 
such as #REF! or #NAME?. 
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Is there a way that I can make Excel not Is there a way that I can make Excel not 
display the #REF! or #NAME? errors? display any errors except the #N/A error? 


wv Yes. To stop Excel from displaying all errors, Ww 
including the #N/A error, you can add the 
ISERROR function to the IF function. The 
ISERROR function requires one argument — 
a value — and returns TRUE if the cell you 
specify as the argument contains any type 
of error. To use the ISERROR function in this 
example, the formula in the % of Total 
column would be 
=IF(ISERROR(I9),0,1F(I9=0,0,15/19)). To be 
able to copy this formula across or down, 
use an absolute cell reference for the cell 
containing total dollars. In this example, 19 
would be $1$9. 


Yes. To stop Excel from displaying all errors 
except the #N/A error, add the ISERR 
function to the IF function. The ISERR 
function works just like the ISERROR 
function and requires one argument: a 
value. The ISERR function returns TRUE if 
the cell you specify as the argument 
contains any type of error except #N/A. To 
use the ISERR function in this example, the 
formula in the % of Total column would be 
=IF(ISERR(I9),0,IF(I9=0,0,15/19)). The 
ISERROR function was introduced in Excel 
2007; for compatibility with prior versions 
of Excel, use the ISERR function. 
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Understanding 





Database Functions 


o not let the word database frighten you. A 

database is nothing more than a collection of 

related information. The telephone book is a 
simple database that contains name, address, and 
telephone number information for many people. In 
database terminology, each person’s entry in the book 
is considered a record, and each record is composed of 


fields. In the telephone book analogy, the person’s first 
name is a field, the person’s last name is another field, 
the street address is another field, and so on. When 
you set up a database, you can decide which fields you 
want to include. For example, you can store the city, 
state, and ZIP code as one field or as three separate 
fields. The choice is yours. 
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You can set up a simple database in an Excel 
worksheet. Each row can contain a record, and 
each column can display the fields. You need to 
make sure that all the information you want Excel 
to consider as part of the database appears in 
contiguous rows and columns. The first row of 
your database should contain the labels that 
describe each field. In the figure, the database 
contains 24 records — the number of rows you 
see, excluding the first row — and seven fields 
named First Name, Last Name, Phone, Address, 
City, State, and Zip. There is nothing special 
about this information other than the way you 
organize it. 


Once you have entered database information into 
an Excel database, you can use a series of 
database functions in Excel to perform a variety of 
tasks. You can quickly and easily count, sum, or 
average records in the database range. For 
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example, in a database that contains names and 
addresses, you can count the number of records 
with a particular ZIP code. In this chapter, you 
explore many of the tasks you can perform with 
information that you set up in Excel as a database. 


All the database functions work only on numbers 
stored as numbers, and they operate in the same 
basic way: They perform a calculation on a field 
that you identify for the records that meet criteria 
you set. All database functions use three arguments: 


e The database range argument identifies the 
rows and columns that Excel should consider 
as the database. The database range 
argument always includes the top row — the 
one that contains the field names. 


e The field argument identifies the field you 
want the function to consider when it 
performs its tasks. 


e The criteria argument is a range that includes 
the name of the field in the database that Excel 
should search and the actual information for 
which you want Excel to search. The easiest 
way to handle criteria is to set up a range that 
is separate from the database range and to 
copy all the field names to that range. Then, 
you can type the specific piece of information 
you want Excel to use as a criterion in the cell 
below the field name. When you set up the 
criteria range in any function argument, you 
select both the field name and the cell 
containing the piece of information. 
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Analyzing Tabular Information with Functions 
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You can set up multiple criteria when using 
various database functions. The physical 


city telephone book, or complex databases, 
such as relational databases. In a relational 





placement of the criteria in the criteria range 
determines how Excel handles multiple criteria. 
If you place one or more criteria on the same 
line in the criteria range, Excel returns only 
those records that meet all the criteria. This is 
called an AND criterion. If you place one or 
more criteria on separate lines in the criteria 
range, Excel returns records that meet any of 
the criteria. This is called an OR criterion. You 
can also combine AND and OR criteria. 


When you specify criteria, you can use 
mathematical operators to compare 
information. For example, you can search for 
records with ZIP codes that are greater than or 
equal to 25468. You can use the following 
mathematical operators to make comparisons 
while using Excel database functions: < for less 
than, > for greater than, < for less than or equal 
to, and = for greater than or equal to. 


It is very important to understand that Excel 
handles simple databases well, but it was never 
intended to handle large databases, such as a 


database, you set up several tables that contain 
information and you relate the tables — hence 
the name relational — by using some common 
piece of information that you store in all the 
tables. For example, in a human resources 
database, you might find several tables that 
store employee information: a table containing 
each employee’s name and address, a table 
containing hiring information, a table containing 
review information, and a table containing work 
history that describes the job performed and the 
department in which it is performed. 


The list of possible tables could go on, but you 
get the idea. The common piece of information 
stored in each table might be an ID number 
assigned to each employee. Complex database 
software can use that common piece of 
information to search all the tables and then 
pull information about a particular employee 
from any or all of the tables. If your needs are 
complex, you should not try to use Excel for 
database needs. Instead, consider using Access. 
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Sum Records That Meet 
a Single Criterion 





Suppose you keep a worksheet containing sales 
information for a cable company; the worksheet tracks 
sales each day, listing the amount of the sale, the type 
of cable product sold, who made the sale, the branch 
office from which the sale was generated, and 
whether the sale was made to a new or an existing 
customer. You can use the DSUM function to calculate 
the sum of sales made by a particular branch office. 


xcel contains two different functions that you 
can use to sum records that meet a single 
criterion that you establish: the database 
function DSUM or the SUMIF function. 


The DSUM function takes three arguments: the range 
containing the database information, the field 
containing the information you want to sum, and the 
criteria range, which should include the labels from 
the database range and a value you want Excel to use 
as the criterion when calculating the sum. In this 
example, Excel sums sales made by the Phoenix 


branch. 


You can — but are not required to — name the 
ranges that you intend to use as the arguments of the 
function; for example, you might name the range 
containing the database information "database" and 
the range containing the criteria "criteria". 


Sum Records That Meet a Single Criterion al. 





Use the DSUM Function 


a Type the criterion you 
want Excel to use in the 
row below the appropriate 
criteria range label. 


& Click the cell in which you 
want to store the 
function. 


© Click the Formulas tab. 
® Click Insert Function. 


The Insert Function dialog box 
opens. 


& Type a description here of the 
function you want to use. 


This example uses database sum. 


© Click Go. 
@ Click DSUM. 


@ A description of the selected 
function appears here. 


@ Click OK. 
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Is there an easier way to select the 
database and criteria ranges? 


wv If you plan to calculate several functions, 


you will find it useful to assign range names 
to both the range that serves as the 
database range argument and the range 
that serves as the criteria range argument. 
To create a range name, click the Formulas 
tab and then click Define Name to open the 
New Name dialog box. In the Name box, 
type the name you want to assign. Do not 
change the Scope setting, and in the Refers 
To box, select the range to which you want 
to assign the name. Click OK; Excel names 
the range you selected. 


Can I use the DSUM function to add up 

values that are greater than an amount 

I specify? 

w Yes. You set up the function the same way 
as shown in this section, but you set up the 
criterion in the criteria range differently. The 
example shows Phoenix in cell L2, under 
the Branch label. Suppose you want to add 
up values greater than or equal to 39.95 in 
the Amount column. In the criteria range, 
delete Phoenix from cell L2, and in cell 12, 
under the Amount label, type =">=39.95". 
Be sure to include the quotation marks and 
the leading equal sign. 


ree 
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Sum Records That Meet 
a Single Criterion (continued) 





ou can use the SUMIF function to calculate the 
sum of values that match a criterion you 
specify. Because the SUMIF function is not a 


database function, you do not need to set up a criteria 
range to use the function. Instead, you use the 
arguments of the SUMIF function to identify the 


information you want Excel to sum. 


The SUMIF function requires two arguments: the 


range you want to sum and a criterion value or 
comparison operation. For example, you can sum all 
the values in a column of numbers that are less than a 


value you specify. 


You can also specify a third argument, as shown in the 
example in this section. When you use three 
arguments, the first argument identifies the range that 
contains the criterion for which you want to calculate 
a sum. The second argument identifies the criterion 
value, and the third argument identifies the range 
containing the values you want Excel to sum. In this 
example, Excel sums sales, stored in column B, made 
by the Phoenix branch. Branch names appear in 
column E, and the criterion is Phoenix. 


Sum Records That Meet a Single Criterion (continued) ) 





Use the SUMIF Function 


a Click the cell in which you 
want to store the 
function. 


& Click the Formulas tab. 
@ Click Insert Function. 


The Insert Function dialog 
box opens. 


@® Type a description here of 
the function you want to 
use. 


This example uses sum. 
@ Click Go. 
© Click SUMIF. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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Can I add values that are greater than When I omit the Sum_range argument, 
a value I specify? what does Excel do? 


w Yes. In step 8, select the range containing w Excel evaluates the SUMIF function by using 


the values you want to sum. In step 9, 
instead of selecting a cell in the worksheet, 
type a comparison operation. In the 
example, you can type >59.95 to sum all 
sales greater than $59.95. You can omit the 
Sum_range argument specified in step 10. 
The SUMIF function for the example would 
be —SUMIF(B Iba). 252-75) Using tims 
function, Excel reads through B1:B351, 
sums all occurrences of values greater than 
$59.95, and ignores all other values. 


only the range that you specify in step 8 
and the criterion you set in step 9. You use 
the Sum_range argument when you want 
to set one range to specify where the 
criteria appear in the worksheet and 
another range for Excel to sum based on 
the specific criterion you set. You omit the 
argument when the criterion appears in the 
range you want to sum. Typically, you omit 
the argument when you want to sum values 
by comparing them to other values. 
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Sum Records That 
Meet Multiple Criteria 


xcel contains two different functions that you 
can use to sum records that meet multiple 
criteria that you establish: the database 
function DSUM or the SUMIFS function. 


Suppose you keep a worksheet containing sales 
information for a cable company; the worksheet tracks 
sales each day, listing the amount of the sale, the type 
of cable product sold, who made the sale, the branch 
office from which the sale was generated, and 
whether the sale was made to a new or an existing 
customer. You can use the DSUM function to calculate 
the sum of sales made by a particular branch office to 
new customers. 





the Phoenix branch. 


Sum Records That Meet Multiple Criteria 





The DSUM function takes three arguments: the range 
containing the database information, the field 
containing the information you want to sum, and the 
criteria range, which should include the labels from 
the database range and the values you want Excel to 
use as the criteria when calculating the sum. In this 
example, Excel sums sales made to new customers by 


Using the DSUM function, you can set up the criteria 
so Excel sums records that match any or all of the 

criteria. The example in this section sums records that 
meet all specified criteria. 





Use the DSUM Function 
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@ Click DSUM. 


@ A description of the selected 
function appears here. 


@ Click OK. 
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The Function Arguments 
dialog box opens. 


© Type a range name or select 
the range for the database in 
the worksheet. 


@ Click here to select the field 
label Excel should sum. 


@ Click here to select the criteria 
range, including labels. 


®@ Click OK. 


@ Excel displays the result of the 
formula in the cell you selected 
In step 2. 


The formula appears in the 
Formula Bar. 
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What did you do to make Excel find 
records that meet all the criteria you 


specified? 


Can I set up criteria so Excel sums records 
that meet any of the criteria | specify? 


w When you place the criteria on the same 
row in the criteria range, Excel assumes that 
you want to include only records that 
match all the criteria you specify. This 
approach creates an AND condition for the 
criteria; Excel includes records that meet the 
first criterion and records that meet the 
second criterion and records that meet the 
third criterion, and so on. When you use an 
AND condition approach for setting criteria, 
you can set as many criteria as you have 
fields in your database. 


w Yes. You can create an OR condition for the 


criteria so Excel sums records that meet the 
first criterion or the second criterion or the 
third criterion, and so on. To create an OR 
condition, place each criterion on a separate 
row in the criteria range. When you use an 
OR condition approach, you can set far 
more criteria than the number of fields in 
the database because you can establish 
multiple criteria for any field. In the 
example, you can sum sales to new 
customers by the Phoenix branch, the West 
Valley branch, or the East Valley branch. 





continued 
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Sum Records That Meet 
Multiple Criteria (continued) 





ou can use the SUMIFS function to calculate 
the sum of values that match up to 127 
criteria that you specify. Because the SUMIFS 
function is not a database function, you do not need 
to set up a criteria range to use the function. Instead, 
you use the arguments of the SUMIFS function to 
identify the information you want Excel to sum. 





The SUMIFS function takes a minimum of three 
arguments: The first argument identifies the range 
from which Excel should calculate the sum; the second 
argument identifies the range containing the first 


criterion; and the third argument works in conjunction 
with the second argument to identify the criterion. 
You can specify up to 126 additional pairs of 
arguments that specify a range containing another 
criterion and the corresponding criterion. Each 
criterion range that you specify must be the same size 
and shape as the range you specify as the first 
argument of the SUMIFS function. 


The SUMIFS function sums cells in the first range that 
you specify only if the cells meet all the criteria that 
you specify in the subsequent arguments. 


TIT Cele het a LC Cet meer ep, 





Use the SUMIFS Function 


a Click the cell in which you 
want to store the 
function. 


& Click the Formulas tab. 
@ Click Insert Function. 


The Insert Function dialog 
box opens. 


@ Type a description here of 
the function you want to 
use. 


This example uses sum. 
@ Click Go. 
© Click SUMIFS. 


@ A description of the 
selected function appears 
here. 


@ Click OK. 


288 


7) Meath & Trig * 


i: Obup BR Meference + 





y 43 Oefine Mame 
‘ 


Neme 


Manager WB? Create from Selection 









on 


e : 
= Trace Precedents Ty Vir Porrruls 


als trace Dependent “i Pera heating . 
fch Caloulbon 








Or select 6 Category; Recommended 





Sete a furetiog: 
@ | sua ° 


SLM 
|LINEST 
|/SUPGPY2 
SMPcoMmy? 
SLUMPROOUCT 


e SUMIFS(sum_¢ 





Semon hp fueron Qa... | 


enge,criteria_range,criteria__.) 
Acdds the Cnls cpecitied by a green cet of comSbions oF criteria 








Comet | 


aoe HI w hoanow e Date & Time + a Mere Punchent * if Remove Avrow! * a tvaluste formule vee Ophon: 
Purnet tis ery Defined Name ila Ass2ing alc 
La 7 fe - 
A a Cc 0 £ F 6 “ i 4 K 

‘ Date Amount Acct Type Opened By Branch Customer 

2 12/1/2010 53.35 TV Customer Service Phoenix Existing 

2 12/1/2010 73.95 internet Direct Sates West Valley Existing 
A} 12/1/2010 73.95 internet CustomerService East Valley Existing Total new customer $ tor Phoenix 

& 12/1/2010 73.95 internet CustomerService WestValley Cxisting 

G& 12/1/2010 35.95 internet CustomerService fast Valley Existing 

? 19/1/2010 $3.95 VOIP Phone CustomerService fast Valley Mew 

f 12/1/2010 35.95 Internet CustomerService Phoenix Existing 

a 12/1/2010 $3.95 Tv Direct Sales Procmws Ewing 

1) 12/1/2010 99.95 Tv Ourect Sates Phoeni« Existing 

1) 12/1/2010 $4.95 Tv Customer Service Phoers Exisuing 

12) 12/1/2010 39.95 internet CustomerService WestVulley New 

3) 12/1/2010 19.95 VOIP Phone CustomerService West Valley Existing 

14. 12/1/2010 15.55 VOIP Phone CustomerService Cast Valley Existing 

15) 12/1/2010 53.55 TV Customer Service Phoenix Existing 

16 12/1/2010 59.95 Tv CustomerService WestValley Existing 

7 12/1/2016 19.95 VOIP Phone CustomerService Phoerx Existing 

1) 12/1/2010 59.95 TV CustomerService Phoenix Existing 

19) 13/1/2010 39.95 internet CustomerService Phoerns New 

MM 13/1/2010 19.95 VOIP Phone CustomerService Phoerns Existing 

21) 12/1/2010 35,55 Internet CustomerService East Valley Existing 

#2) 12/4/2010 33.95 Internet CustomerService ftastValley New 

23 «12/4/2010 39.95 Intemet CustomerService westValley Now 

24) 12/4/2010 35,55 Internet CustomerService Est Valley New 

2. 12/4/2010 33.95 imternet Customer Service Phoeres Existing 

25) 12/4/2010 33.55 Tv CustomerService Phoeres Existing 

2? 13/4/2010 15.55 VOIP Phone CustomerService East Valley Cxisting 

M4 > | Cecerber nto Sheet! Sheet? Sheet?  ‘Sheetd | Sheets  Shesté Sheet 71] 4) 








Analyzing Tabular Informa 









chapter I re 


tion with Functions 















The Function Arguments UA FS RE) seers 2851, ELSE EFL TD & 
: A 5 i oi E F # i J is i | 
dialog box opens. Amniel Acct type = Opened by Neanchs Cuitonet E] 
ono Me Linas ar tri oe PRenee Ut Es rg 
. 72 FS internet Cirect Galet Wet vieley Existing 
© Click here to select the range cb errand CitcmerServion Eact' alley Existing Total nase cushomer 5 for Pecans 
a . a8, Cire Liteon teviceg Weervelbey Enistir 
containing the values you m9 nae nveney Es 
want to sum. ‘ 
1d 
© Click here to select the range e 
containing the criterion. 8 
14 
° 1E; 
@ Click here to choose any cell i 
oo. 7 7 1a ne 
containing the criterion. = 
"F| Adee the cnt domed bey grees eek oF pore ce crite. 
a CAS fi fonds or cribs i te bor of 4 hue, ceria, oF Ded eat 
@ Repeat steps 9 and 10 for 2 ape re Enna 
. . a 
each criterion you want to 28 
° r= 
establish. % 
a t ads wits nt EN 
: atk December nu Sheeti  “Ghewtis Ghewtd “S meets Sheets Sheet?) 4 Fi | 
@ Click OK. | 
“ A SUMIFS(BLSISLE LESS £2, FFI) ———————— . 
i A - c 0 = G j i “u S 
e Excel displays the result of the | Date Amoent Acct type Opened By Branch Customer = 
formula in the cell you eee aay ___cuseraes tarece._ acer ___ peers 
fat eh 0.7 verre rec i ont Valley wishing 
selected in step 1. a ee eee = 
6 12/1/2010 53.95 imernet Customer Service fait Valley Emisting 
The formula appears in the De eee aacgacet cece ak toeerane "face 
Formula Bar. are Sumi aac edoen 
> «12/1/7010 $9.96 Ty uttomer Service Phoerns Eristing 
w@ ivi 40 39.95 internet witomerService WeslValley New 
2 «13/3/3010 13.55 VOU Phare witomer Service West Valley Existing 
%@ 12/7010 19.95 VOIR Phorm. CGuistomerService Eat Valley Existing 
% izxv/i/7o10 55.95 TV stomerService Phoens Existing 
% 12/1/3000 99.55 TV Customer Service WetValley Ensting 
Wo iz/is/zero 12.95 VOU Phone GuitomerService Phoenis Existing 
13/3/3010 95.55 Tv Puctomer Service Phoers Eaisting 
 i2zf/ipeio 73 irtecrvet QustomerService Phoens New 
a) 12/1/7010 is fOr Phone tomerService Phoen Existing 
2) 12/1/7010 3 rhernvet ustomerServece Eat Valley Esisting 
ZZ 12/4/7010 19.95 irnerret QuitomerService fattVaelley New 
a 13/4/7010 ro] rt enoriet sstomer Service Wert Valley New 
12/4/7010 3 ery 
12 0 f 
1? { 








| Why did I get a #VALUE! error from the 
SUMIFS function I set up? 


wv In all likelihood, you specified a range for 
the first argument that is not the same size 
as the criteria range. It is also possible that 
all the ranges you set up for both the first 
argument and the subsequent criteria range 
arguments are different-sized ranges. Every 
range you specify for the SUMIFS function 
must be equal in size. For example, if you 
specify A1:A20 for the first argument and 
you want to use values in columns E and G 
for criteria, you must select ranges 
containing 20 rows in both columns; 
otherwise, Excel returns an error. 


Can I use mathematical comparisons to 
sum with the SUMIFS function? 


w Yes. You can set up criteria that contain any 
of the mathematical operators — =, <, >, 
<=, and >= — and then include a value for 
comparison. However, the ranges you 
specify for each argument must contain 
numbers. Consequently, to set up a 
function that uses mathematical 
comparisons using the example in this 
section, you would need to use column B 
for all the ranges you specify. For example, 
you could have Excel sum all the values that 
are less than $39.95 and greater than or 
equal to $19.95; the function would be: 
—SUMIES(BIEB Soils leboo ly <30 Oo 
Bib Soln=—l2 5.) 
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Count Records That 
Meet a Single Criterion 


The DCOUNT function takes three arguments: the 
range containing the database information, the field 
containing the information you want to count, and 





function DCOUNT or the COUNTIF function. 


Suppose you keep a worksheet containing sales 
information for a cable company, and the worksheet 
tracks sales each day, listing the amount of the sale, 
the type of cable product sold, who made the sale, 
the branch office from which the sale was generated, 


and whether the sale was made to a new or an 


xcel contains two different functions that you 
can use to sum records that meet a single 
criterion that you establish: the database 


existing customer. You can use the DCOUNT function 
to count the number of sales made by a particular 


branch office. 


the criteria range. The field containing the information 
you want to count must be a field of numeric data 
because database functions only work with numeric 
data. The example in this section demonstrates 
counting values that represent dollar sales. The criteria 
range should include the labels from the database 
range and a value you want Excel to use as the 
criterion when counting. In this example, Excel counts 
the number of accounts opened by the East Valley 
branch. 





Use the DCOUNT Function 


@ Type the criterion you want 


Excel to use in the row below 


the criteria range labels 
under the column in which 
the criterion appears. 


@ Click the cell in which you 
want to store the function. 


© Click the Formulas tab. 
® Click Insert Function. 


The Insert Function dialog 
box opens. 


© Type a description here of 


the function you want to use. 


This example uses database 
count. 


© Click Go. 
©@ Click DCOUNT. 


@ A description of the selected 
function appears here. 


@ Click OK. 
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If you are counting sales made by a 
particular branch, why did you select cell 
B1 in the example for step 10 instead of 
selecting cell E1? 


w Database functions in general cannot 
operate on fields containing text entries. 
Consequently, in the example, you cannot 
use the data in columns C, D, E, or F for the 
second argument of the DCOUNT function. 
The function in the example tells Excel to 
count the number of cells in column B that 
contain values and also to display East 
Valley — the criterion established in the 
criteria range — on the same row. If you 
examine the figures closely, you will find 
eight rows that contain East Valley in 
column E. 


For the criteria range, must | include all 
the labels in the database range? 


w No. You need to include only the label and 
the row below it in the criteria range for the 
criterion you want to set. In this example, 
you could have set the criteria range to 
L1:L2. To perform several database 
calculations, set up a criteria range that 
contains all the labels in the database range 
and then create a range name for it. Then, 
enter the criterion under the appropriate 
label for each calculation. To retain a 
calculation but make another calculation, 
convert the first calculation to a value by 
clicking the Home tab, clicking Copy (| ), 
clicking the drop-down arrow ([-]) below 
Paste, and then clicking Paste Values. 
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Count Records 





That Meet 


a Single Criterion (continued) 


ou can use the COUNTIF function to count 
the number of entries that match a criterion 
you specify. Because the COUNTIF function is 
not a database function, you do not need to set up a 
criteria range to use the function. Instead, you use the 
arguments of the COUNTIF function to identify the 
information you want Excel to count. 





The COUNTIF function requires two arguments: the 
range you want to count and a criterion value. Unlike 
the DCOUNT database function, you do not need to 


count a range that contains numbers; you can count a 
range that contains text. In the example in this 
section, you count the number of accounts opened by 
the East Valley branch of a cable company. 


If the range you want to count contains numbers, you 
can use a comparison operation for the criterion value; 
for example, you can count all the entries in a column 
of numbers that are greater than or equal to a value 
you specify. In the example in this section, you might 
want to count the $59.95 accounts that are opened. 


Count Records That Meet a Single Criterion (continued) 





Use the COUNTIF 
Function 
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8 Click Go. 
© Click COUNTIF. 


@ A description of the 
selected function appears 
here. 


©@ Click OK. 
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If | were to use the example worksheet to 
count the number of $59.95 accounts that 
are opened, what would the function look 
like? 


w Using the COUNTIF function, the formula 
would be COUNTIF(B1:B27,"=59.95"). You 
can follow the steps in this section to create 
this function. However, in step 9, do not 
select a cell. Instead, type the mathematical 
comparison. You do not need to enter the 
quotation marks around the criterion value 
when you complete the step; Excel 
automatically supplies them. 


Is there a way to use COUNTIF to 
determine the number of cells that do not 
contain text? 


‘w Yes. You can use wildcard characters with 
the COUNTIF function by using the asterisk 
as part of the function. Suppose the range 
of data containing cells you want to count 
is A1:A10. The function you would use to 
count the number of cells in this range that 
do not contain text would look like this: 
=COUNTIF(A1:A10,"<>"&"*"), 


Can I use the COUNTIF function to 
determine the number of cells in one 
range that contain two different values? 


w Yes. You can add the results of two 


COUNTIF functions. Using the example 


worksheet, suppose you want to know the 


number of accounts opened by both the 
East Valley and West Valley branches. Your 


function would look like this: 
=COUNTIF(E1:E27,E4)+COUNTIF(E1:E27,E5). 


Can | include blank cells in the range 
I want to count? 


w Yes. But the COUNTIF function ignores 
them. 
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That 


Meet Multiple Criteria 


xcel contains two functions that you can use 
to count records that meet multiple criteria 
that you establish: the database function 
DCOUNT or the COUNTIFS function. 


Suppose you keep a worksheet containing sales 
information for a cable company; the worksheet tracks 
sales each day, listing the amount of the sale, the type 
of cable product sold, who made the sale, the branch 
office from which the sale was generated, and 
whether the sale was made to a new or an existing 
customer. In this example, Excel counts sales made 
from the East Valley branch on December 6, 2010. 





The DCOUNT function takes three arguments: the 
range containing the database information, the field 
containing the information you want to count, and 
the criteria range. The field containing the information 
you want to count must be a field of numeric data 
because database functions only work with numeric 
data. The example in this section demonstrates 
counting values that represent dollar sales. The criteria 
range should include the labels from the database 
range and values you want Excel to use as criteria 
when counting. 
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Can I use the DCOUNT function to count 
several different things and keep the 
results of all the things that I count? 


w Yes. You must first convert the function’s 
result to a value before you make changes 
to the criteria range. Set up the DCOUNT 
function to calculate the first count. Then, 
convert the result to a value by clicking the 
Home tab, clicking Copy ([@a ), clicking the 
drop-down arrow ([-]) below Paste, and 
then clicking Paste Values. Now that the 
value is no longer the result of a formula, 
you can change the criteria in the criteria 
range without affecting the first calculation. 
Convert the result of each count to a value 
before you set up the next count. 





Can I use the DCOUNT function to count 
sales made by the East Valley branch or 
sales made on 12/6/2010? 


w Yes. You can create an OR condition for the 
criteria. The example uses an AND 
condition, which returns the value when all 
conditions are met. An OR condition returns 
a value based on meeting any of the 
specified criteria. To count the records that 
meet the condition of occurring on 
12/6/2010 or being generated at the East 
Valley branch, place the two criteria on 
separate rows below the appropriate criteria 
range heading. Then, expand the criteria 
range; in the example, it is H1:M2. To 
create the OR condition, you would make 
the range H1:M3. 


cis 
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That Meet 


Multiple Criteria (continued) 


ou can use the COUNTIFS function to count 
cells that match up to 127 criteria that you 
specify. Because the COUNTIFS function is not 
a database function, you do not need to set up a 
criteria range to use the function. Instead, you use the 
arguments of the COUNTIFS function to identify the 
information you want Excel to count. 


The COUNTIEFS function takes a minimum of two 
arguments, but to use multiple criteria, you must 
specify at least four arguments. The arguments work 
in pairs. The first argument of each pair identifies the 
range Excel should search while counting; this range 





Count Records That Meet Multiple Crite 


contains a criterion that Excel will use when counting. 
The second argument of the pair identifies the 
criterion in the first argument’s range that Excel 
should use while counting. You can establish up to 
127 pairs of arguments. The COUNTIFS function 
counts cells in the first range you specify only if the 
cells meet all the criteria you specify in all the 
arguments. Each criterion range that you specify — 
the first argument of each pair of arguments — must 
be equal in size and shape. 


ria (continued) 
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| used a COUNTIFS function and sent my 

workbook to an Excel 2003 user, who told 

me the function did not work. What is 
going on? 

w The COUNTIFS function was introduced in 
Excel 2007 and is not available to users of 
earlier versions of Excel. To create a function 
that works in earlier versions of Excel, you 
need to combine two COUNTIF functions. 
Using the example worksheet, the function 
would look like this: 
=COUNTIF(E1:E27,E4)-COUNTIF(AT:A27,A20). 
In the example, because the entries in 
column A are dates, Excel may return a 
value for this function that is formatted as a 
date. If you set the format to General, Excel 
returns the same answer to this function as 
it returned to the COUNTIFS function. 


How can I use the COUNTIFS function to 
create an OR condition when counting 
values? 


w You cannot use the COUNTIFS function to 


create an OR condition. By design, the 
COUNTIFS function returns values based on 
all conditions you set being true. If you 
want to use an OR condition for counting, 
use the database function DCOUNT, 
described in the first part of this section, 
and then place the criteria you specify on 
separate rows. 


Can I include blank cells in the range I 
evaluate by using the COUNTIFS function? 


w Yes. But Excel ignores the cells and does not 


include them in the count. 
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xcel contains two different functions that you 
can use to average records that meet a single 
criterion that you establish: the database 
function DAVERAGE or the AVERAGEIF function. 


Suppose your worksheet tracks classes taken by 
students and the grades each student earned in each 
class. A student’s name might appear several times in 
the worksheet because the student may have taken 
several different classes. Furthermore, suppose you 
want to know the average grade earned by all 
students for a particular class. You can use the 
DAVERAGE function to calculate this average. 





The DAVERAGE function takes three arguments: the 
range containing the database information, the field 
containing the values you want to average, and the 
criteria range. The field containing the values you 
want to average must be a field of numeric data 
because database functions only work with numeric 
data. The example in this section demonstrates 
averaging numeric grades for students. The criteria 
range should include the labels from the database 
range and a criterion you want Excel to use when 
calculating the average. The example in this section 
uses one of the class names as the criterion. 





Use the DAVERAGE Function 














sreene Insert Page layout e@crB 
A . S auto ngteat + % Loobug: & Reference + “ ep Oenne reame - $= trace Precedents tow Porte py ae dl 
@ Type the criterion you want Se i guage |e Gnctonenk vce: | ae |e 
Excel to use in the rOW below runction Bo tear a eas ee as : neanage? tay See oceeanaees Seat Set wiindiews Cotens ee 
the criteria range labels under m2 eG E 
the column in which the ae a eae ee : ‘@' a 
criterion appears. a 
A Alvere Biology 72 
@ Click the cell in which you want fm" See See |e 
to store the function. en _ecaurting " : 
fl Altiere English Literature a5 Average Grade in 
: S Bamert English Literature i English Literature 85.25 
© Click the Formulas tab. Diem Biology 7 
11 Barnett Accounting 54 Average Grade in 
; : 12|\#oomaquist Siology #3 Biology 
@® Click Insert Function. a ee 
Bourbouse Biology 50 
7 . 15 Bratcher pecmuetiog 72 
The Insert Function dialog box 16 Osugh ——Englishutersture 95 
17 Dratcher Biology 72 
opens. 18 Conen Biology 70 
19 Bloomquist Accounting a9 
. ° A | Curr iology r 
® Type a description here of the ios — toon 
I 22 Bourbouse — English Literature iS 
function you want to use. liaiien Wisin os 
24 tratcher Accounting 85 
This example USES database Beccr et am 7 
average. zd Frye Accounting 55 . 
Mia > ht) Steet? “Sheeta  Steetd  SheetS  Sheaté “Sheet? Steet | Shooto “Sheet/i] 4 bi} | 


© Click Go. 
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@ Click OK. 
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The Function Arguments dialog 
box opens. 


© Click here to type a range name 
or select the range for the 
database in the worksheet. 
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range, including labels. 
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®@ Click OK. 


@ Excel displays the result of the 
formula in the cell you selected 
In step 2. 


The formula appears in the 
Formula Bar. 
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‘Why does my DAVERAGE 
function return a #DIV/0! 
error? 


In all likelihood, you 
misspelled the criterion 
that appears in the second 
row of the criteria range. 
Or you might have 
misspelled a range name 
you assigned to the 
database range or the 
criteria range. Or instead of 
selecting a field as the 
second argument, you 
might have typed the field 
name and misspelled it. 
Look for spelling errors in 
your DAVERAGE function 
and correct them; Excel 
should then properly 
calculate the average. 


Must I place the criteria 
range beside the database 
range? 


< 


You can place the criteria 
range anywhere you want, 
but placing it below the 
database range is not 
advisable. If the criteria 
range appears below the 
database range, adding 
new records to the 
database range can be 
difficult; you may even 
accidentally overwrite the 
criteria range. Placing the 
criteria range beside the 
database range simply 
makes it easier to add 
records to the database 
range. 


| manually checked the 
result of DAVERAGE by 
pulling out the values and 
then using the AVERAGE 
function. Why is Excel 
returning the wrong value 
for the DAVERAGE function? 


Vv 


You may have accidentally 
specified the database 
range or the criteria range 
inaccurately. Using the 
example worksheet, 
suppose you set the criteria 
range to be F1:H3 instead 
of F1:H2. Excel would 
return a different value for 
the DAVERAGE function 
than the one shown in this 
section because Excel 
would include blank 
criteria when evaluating. 


its 


299 





Average Records That Meet 
a Single Criterion (continued) 


ou can use the AVERAGEIF function to 

calculate the average of values that match a 

criterion you specify. Because the AVERAGEIF 
function is not a database function, you do not need 
to set up a criteria range to use the function. Instead, 
you use the arguments of the AVERAGEIF function to 
identify the information you want Excel to average. 


The AVERAGEIF function requires three arguments: 
The first argument is the range that contains the 
criterion value that you want Excel to use to calculate 
the average. The second argument is the criterion 


value. The third argument is the range containing the 
values that Excel should use to calculate the average. 
The third argument must contain numbers, but the 
other two arguments can contain text. 


The first and third arguments must be equal in length. 
In this example, Excel averages grades earned in a 
biology class. The possible criteria appear in column B. 
The criterion for biology appears in several different 
cells in column B, but the example uses cell B4. The 
numeric grades that Excel uses to calculate the 
average appear in column C. 


TCE Records That Meet a Single Criterion (continued) 





Use the AVERAGEIF 
Function 


a Click the cell in which you 
want to store the function. 


& Click the Formulas tab. 
© Click Insert Function. 


The Insert Function dialog box 
opens. 


@® Type a description here of the 
function you want to use. 


This example uses average. 
© Click Go. 
© Click AVERAGEIF. 


@ A description of the selected 
function appears here. 


@ Click OK. 
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@ Click OK. 
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formula in the cell you selected in | Student Class 
2 mckrish Accountiong 
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The number Excel calculates consists of 
many digits. How can I get Excel to 
display the value by using fewer digits? 


‘Ww You can use a number format to specify the 
number of digits to display. Applying a 
number format does not affect the value 
Excel stores in the cell for use in other 
calculations. Select the cell containing the 
result of the formula and then click the 
Home tab. Click the drop-down arrow ([=]) 
in the Number group to choose the 
Number format; by default, this format 
displays digits to the right of the decimal 
point. Click the Increase Decimal button 
(| ) to increase the number of digits Excel 
displays to the right of the decimal point or 
click the Decrease Decimal button ([*# ) to 
decrease the number of digits Excel displays 
to the right of the decimal point. 


Is there a way that I can both round and 
change the value Excel stores to use in 
other calculations? 


w Yes. You can use the ROUND function in 


conjunction with the AVERAGEIF function. 
The ROUND function takes two arguments: 
the value to round and the number of digits 
to which you want to round the number. 
To round the results of the AVERAGEIF 
function to display only one decimal place, 
use the following function: 
=ROUND(AVERAGEIF(B1 :B27,B4,C1:C27),1). 
You can edit the cell containing the 
AVERAGEIF function and then type 
ROUND( immediately after the equal sign 
at the beginning of the function. Then, at 
the end of the function, type ,1). 
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Average Records That 
Meet Multiple Criteria 


xcel contains two different functions that you 

can use to average records that meet a single 

criterion that you establish: the database 
function DAVERAGE or the AVERAGEIFS function. 


Suppose your worksheet contains daily sales 
information for a cable company, listing the amount 


The DAVERAGE function takes three arguments: the 
range containing the database information, the field 
containing the values to average, and the criteria 
range. The field containing the values to average must 
contain numbers. The criteria range should include the 
labels from the database range and criteria you want 
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Excel to use when calculating the average. You can set 
up the criteria by using an AND condition to average 
records that match all the criteria or an OR condition 
to average records that match any of the criteria. The 
example in this section uses an AND condition. 


of the sale, the type of cable product sold, who made 
the sale, the branch office from which the sale was 
generated, and whether the sale was made to a new 
or an existing customer. You can use the DAVERAGE 
function to find the average sales made by a particular 
branch office on a particular date to new customers. 


Average Records That Meet Multiple Criteria 





Use the DAVERAGE 
Function 
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This example uses database 
average. 


© Click Go. 
@ Click DAVERAGE. 






@ A description of the selected 
function appears here. 


@ Click OK. 
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How does Excel know the difference 
between an AND condition and an OR 
condition? 


‘w Excel uses the way in which you place 
criteria in the criteria range to determine 


How many criteria can | establish? 


w Using an AND condition, you can set one 
criterion for each field in the criteria range. 
Using an OR condition, you can set as many 
criteria as you want on separate lines. For 


the condition. If you place all your criteria 
on a single line in the criteria range and you 
specify the criteria range to include no 
more than two lines, then Excel treats the 
criteria as an AND condition. If you place 
criteria on separate lines in the criteria 
range and expand the criteria range, Excel 
treats criteria as an OR condition. Be careful 
not to include more rows in the criteria 
range than you set conditions; Excel 
includes blank rows in the calculation. 


example, using the example worksheet, you 
can set a combination of conditions and 
calculate the average dollar amount for 
accounts opened on December 6, 2010, by 
the East Valley and Phoenix branches 
combined. The function you use would not 
change, but the criteria range would 
expand to include H1:M3. Cells H2 and H3 
would contain the date 12/6/2010. Cell L2 
would contain East Valley, and cell L3 
would contain Phoenix. Using the values in 
the sample worksheet, Excel would return 
$35.95 as the average value. 
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Average Records That 
Meet Multiple Criteria (continued) 


ou can use the AVERAGEIFS function to 

calculate the average of values that match 

criteria you specify. Because the AVERAGEIFS 
function is not a database function, you do not need 
to set up a criteria range to use the function. Instead, 
you use the arguments of the AVERAGEIFS function to 
identify the information you want Excel to average. 


The AVERAGEIFS function requires a minimum of three 
arguments, and two of them — the criteria range and 
the criterion — work in pairs. To calculate the average 
by using more than one criterion, you specify 
additional criteria ranges and criteria values. 


The first argument you specify is the range containing 
the values that Excel should average. All subsequent 
arguments work in pairs. The second argument is a 
range that contains one of the criteria values that 
Excel should use to calculate the average. The third 
argument is a criterion value. 


The first argument must contain numbers, but the 
other two arguments can contain text. The range you 
average and each subsequent criteria range must be 
equal in length. In this example, Excel averages the 
dollar value of accounts opened by one cable 
company branch on a particular date. 


TNE Records That Meet Multiple Criteria (continued) 





Use the AVERAGEIFS 
Function 
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The Function Arguments dialog 
box opens. 


8) Click here to select the range 
containing the values to 
average. 


© Click here to select the range 
containing the first criterion you 
want to average. 


@ Click here to choose any cell in 
the range selected in step 8 that 
contains the criterion. 


@ Repeat steps 9 and 10 for each 
criterion you want to establish. 


® Click OK. 


@ Excel displays the result of the 
formula in the cell you selected 
In step 1. 


The formula appears in the 
Formula Bar. 
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Why does my AVERAGEIFS function return 


a #DIV/O! error? 


wv It is possible that no cells in the criteria 
ranges meet the criteria you specify. If you 
know cells meet the criteria, then in all 
likelihood, the range you selected for Excel 
to average does not contain numbers. It 
might be blank, it might contain text, or it 


might contain numbers formatted as text. If 


the range you want Excel to average 
contains numbers formatted as text, select 
all the cells that you want to convert. Click 
[® and then click Convert to Number. 
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| manually checked the result of 
AVERAGEIFS by adding the values and 
dividing by the number of values. Why is 
Excel returning the wrong value for the 
AVERAGEIFS function? 


w lf the criteria range contains empty cells, 
Excel treats them as zero instead of ignoring 
them. Try the function again, making sure 
that all cells in all criteria ranges contain 
entries. 


How does AVERAGEIFS behave if only some 
criteria | specify are true? 


‘w AVERAGEIFS operates by using an AND 
condition. Therefore, AVERAGEIFS includes 
values in the range you specify for the first 
argument — the range containing the 
values to average — only if all criteria you 
specify in subsequent arguments are true. 
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Find the Smallest Record 
That Meets Criteria 


ou can use the DMIN function to find the 
smallest value in a database range that meets 
criteria you specify. Suppose your worksheet 
tracks classes taken by students and the grades each 
student earned in each class. The student’s name 
might appear several times in the worksheet because 
the student may have taken several different classes. 
Furthermore, suppose you want to know the average 
grade earned by all students for a particular class. You 
can use the DMIN function to determine the lowest 
grade earned by all students in a particular class. 





The DMIN function takes three arguments: the range 
containing the database information, the field 
containing the values you want Excel to use to find a 
minimum, and the criteria range. The field Excel uses 
to calculate the smallest value must contain numeric 
values because database functions only work with 
numeric data. The criteria range should include the 
labels from the database range and criteria you want 
Excel to use when calculating the smallest value. The 
example in this section uses one of the class names as 
the criterion. 





@ Type the criterion you want 
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: 7 fumetian ® finance EY Date time - Bh Move Funchon: . Manager iy Cieate from Selection 24, Remove Aurows © @ bvatuate formula Windew yptors + 
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This example uses minimum. a «bw | Steet?” Sheet Steet GheettO  Sheeti1 Sheati2 | Sheet13_ Sheett4” [4 md 


© Click Go. 
©@ Click DMIN. 


@ A description of the selected 
function appears here. 


@ Click OK. 
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The Function Arguments dialog 
box opens. 


© Click here to type a range name 
or select the range for the 
database in the worksheet. 


@ Click here to select the field label 
for which Excel should calculate 
a minimum. 


@ Click here to select the criteria 
range, including labels. 


® Click OK. 


@ Excel displays the result of the 
formula in the cell you selected 
In step 2. 


The formula appears in the 
Formula Bar. 
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Can I set more than one criterion and still 
calculate a minimum? 


w Yes. To calculate a minimum that meets all 
criteria you specify, enter all criteria on the 


same row just below the criteria range 


labels. In this case, all the criteria must be 
true or Excel returns zero as the minimum. 
To calculate a minimum that meets any of 
the criteria you specify, enter the criteria 
values on separate rows below the criteria 
range labels, and expand the criteria range 
to include the labels and all rows on which 
you enter criteria. In this case, Excel returns 
the lower of the values based on the criteria 


you set. 


How did you get the worksheet to display 
three different minimum values? When | 
change the criteria range, Excel changes 
the calculated value. 


‘w You can approach this situation in two ways: 


You can set up multiple criteria ranges, each 
displaying a different criteria, or you can 
convert the result of the function to a value 
before you change the criterion in the 
criteria range. To convert the function to a 
value as shown in the example, click the 
Home tab and then click Copy (|). Then, 
click the drop-down arrow ([+]) below Paste 
and click Paste Values. You can now change 
the criterion without affecting the previously 
calculated value. 
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Find the Largest Record 
That Meets Criteria 


ou can use the DMAX function to find the 

largest value in a database range that meets 

criteria you specify. Suppose your worksheet 
tracks classes taken by students and the grades each 
student earned in each class. The student’s name 
might appear several times in the worksheet because 
the student may have taken several different classes. 
Furthermore, suppose you want to know the highest 
grade earned by all students for a particular class. You 
can use the DMAX function to determine this grade. 


The DMAX function takes three arguments: the range 
containing the database information, the field 
containing the values you want Excel to use to find 
the largest value, and the criteria range. The field Excel 
uses to calculate the largest value must contain 
numeric values because database functions only work 
with numeric data. The criteria range should include 
the labels from the database range and criteria you 
want Excel to use when calculating the maximum 
value. The example in this section uses one of the class 
names as the criterion. 


Find the Largest Record That Meets Criteria 





@ Type the criterion you 
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© Click Go. 
©@ Click DMAX. 


@ A description of the selected 
function appears here. 
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Can I use the DMAX function to find the 
largest value in an Access table? 


w Yes. But the Access table information must 
appear in Excel. You can simply copy the 
Access table and then paste it into Excel if 
you do not intend to change any 
information. However, if you want to be 
able to update the Access table information 
while working in Excel, you must connect 
Excel and Access. See Chapter 30 for more. 
Once the Access table information appears 
in Excel, follow the steps in this section to 
create the function by identifying a 
database range, a criteria range, and a 
range containing values from which Excel 
should find the largest. 


Are there any rules to follow concerning 
where | place the criteria range? 


w The only rule associated with the criteria 
range is that it must contain a label that 
appears in the first row that exactly matches 
the label in the database range. In addition, 
the criteria range must contain at least one 
row below the label. There are a few 
additional guidelines. For example, make 
sure that the criteria range does not extend 
into the database range. To add toa 
database range, you usually add rows. While 
Excel does not restrict you from placing the 
criteria range below the database range, 
placing the criteria range beside the 
database range allows for growth. 
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Understanding 
Excel Errors 


hapter 15 describes the functions you can use 
to trap errors that Excel returns. However, 


you can accidentally create errors that may 





not be apparent. This chapter describes errors that can 
occur and techniques you can use to find them. 





Mismatched Parentheses 

Every left parenthesis must have a corresponding 
right parenthesis. If you try to enter a formula 
and you do not match all parentheses, Excel 
usually displays a message telling you that your 
formula is missing a parenthesis, and you 
typically need to correct the error to store the 
formula. However, under some circumstances, 
Excel corrects the error for you. For example, if 
you type =SUM(C1:C10 and then press Enter, 
forgetting the final parenthesis, Excel adds the 
parenthesis for you and then stores the formula. 


In other cases, Excel attempts to guess where the 
parenthesis should appear and offers a potential 
correction. But be careful because Excel does not 
always guess correctly. For example, if you type 
=AVERAGE(SUM(A1:A5,SUM(B1:B5)), Excel 
volunteers to correct the formula by adding 
another parenthesis at the end of the formula. That 
may be the formula you want or you may actually 
want =AVERAGE(SUM(A1:A5),SUM(B1:B5)). 


Take advantage of the color-coding Excel uses 
when you edit a cell containing a formula. The 
color-coding can help you identify matching sets 
of parentheses and decide on correct placement. 


Cells Filled with Pound Signs 

Pound signs (#) filling a cell can mean that the 
cell is not wide enough to display the value 
stored in the cell. Widen the cell or change the 
type of number format assigned to the cell to see 
if the problem disappears. 


If the problem remains, the cell probably 
contains a formula that returns an invalid date or 
time. Excel does not support dates prior to 1900 
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or negative time values. If you enter -1 ora 
formula that returns a negative number into a 
cell and format the cell as a date or time, Excel 
fills the cell with pound signs. 


Cells Containing Spaces 

Some Excel users think that they can erase the 
contents of a cell by selecting the cell, pressing 
the spacebar, and then pressing Enter. It is true 
that the cell then appears to be blank. In reality, 
though, it contains a single space. 


In some circumstances, placing a blank space into 
a cell may not matter. However, if you include 
that cell in a COUNTA function, Excel includes the 
cell in the count — which probably was not what 
you intended. As a habit, you should not erase 
cells by storing a blank space. Instead, you should 
click the Home tab and then click the Clear 
button (|2 ) to erase the contents of a cell. 


Similarly, text entries that contain extra spaces 
can cause formulas that compare cells containing 
text entries to return seemingly inaccurate 
results. Typically, you find extra spaces in text 
entries that you import into Excel. When you 
import values, Excel strips away extra trailing 
spaces, but when you import text, Excel does 
not strip away trailing spaces. Select a cell and 
then press F2. If the insertion point does not 
appear immediately to the right of the last 
character in the cell, you can assume the cell 
contains one or more trailing spaces. If you 
discover extra trailing spaces and they are 
causing formulas that compare text strings to 
return inaccurate results, consider using the TRIM 
function to remove the trailing spaces. See 
Chapter 14 for more. 


Absolute and Relative Cell References 
Using a relative cell reference when you should 
have used an absolute cell reference can 
introduce mistakes in a worksheet. When you 
copy a formula containing a relative cell 
reference, Excel automatically adjusts the cell 
reference to refer to the corresponding 
location. For example, if you copy 
=SUM(A1:A5) from cell A6 to cell B6, Excel 
stores the following formula in cell Bé: 
=SUM(B1:B5). 


However, that might not be what you want. 
For example, when you calculate percentages, 
you want to use an absolute cell reference. 
Suppose you want to calculate January’s sales, 
which are stored in cell B2, as a percentage of 
total sales, which are stored in cell B14, and 
then copy the formula to calculate the 
percentage of sales for the rest of the months 
between February and June. If you store 
=B2/B14 to calculate January’s percentage in 
cell C2 and then copy it, Excel stores the 
following formula to calculate February’s 
percentage of sales: =B3/B15. 


In reality, the formula should be: =B3/B14. 


At best, the cell by which you try to divide is 
empty and Excel displays a #DIV/O! error. At 
worst, the cell contains a value and Excel 
returns a properly calculated but completely 
wrong percentage. See Chapter 9 for more on 
properly using absolute and relative cell 
references. 


Operator Precedence Problems 

You can accidentally introduce a calculation 
error by misplacing or omitting parentheses. 
Excel follows the straightforward rules you 
learned in high school math class to determine 
the order in which to calculate a formula. 
Suppose cells Al, A2, and A3 contain the 
numbers 1, 2, and 3, respectively. The 
following two formulas return different results, 
and the parentheses determine the results: 


=A1+(A2*A3) 
=(A1+A2)*A3 
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See Chapter 9 for more on the order of 
precedence rules that Excel follows. 





Cells Do Not Add Properly 

Sometimes, Excel appears to add a series of 
numbers incorrectly. Suppose 1/3 is entered 
into cells Al to A3 and formatted by using a 
General format. Based on what you see 
on-screen, you would expect that the sum in 
cell A4 would be .999999. However, Excel 
calculates the sum correctly because it uses the 
actual values stored in cells Al to A3 rather 
than the numbers that Excel displays. 


In a similar way, lack of precision can make a 
calculation appear inaccurate. Excel can store 
numbers with 15-digit accuracy; Excel stores 
numbers with more digits as an approximation. 
For example, the formula =(4.1-4.2)+1 returns a 
result of .9. However, if you format the cell to 
display 15 decimal places, Excel returns 
0,899999999999999. 


To handle either of the situations just described, 
you can use the ROUND function. See Chapter 
10 for more. 





Circular References 

Circular references occur when a formula refers 
to itself. That is, you store a formula in cell AS 
that includes a reference to cell AS. Excel might 
display a warning if it discovers a circular 
reference, but you can check for circular 
references on your own; the section “Check for 
Formula Errors” shows you how to find circular 
references. 


Using Data Validation to Control Data 
Entry 

You can use Excel’s Data Validation feature to 
control data entry. Read more on this feature in 
the section “Control Data Entry.” 
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Display and Print 
Formulas in Cells 





' ou can display formulas in the worksheet as 
well as the Formula Bar and then print the 
worksheet while it displays formulas. When 

tracking down an error or when familiarizing yourself 

with an unfamiliar worksheet, it is helpful to view the 
formulas in the cells where you stored them. When 
you display formulas, Excel shows formulas in cells 
that contain formulas as well as values or text in cells 
that do not contain formulas. This approach helps you 
view information in context. Seeing the formulas in 
the location where you store them can trigger an idea 
that might help you understand why something is not 
working as you expected it to work. 








Display and Print Formulas in Cells 





@ While viewing the 
worksheet containing the 
formulas you want to 
display and print, click the 
Formulas tab. 


@ Click the Show Formulas 
button. 


@ Excel displays formulas in 
both the worksheet and 
the Formula Bar. 


@ Click the Page Layout tab. 
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You can print the worksheet after you display formulas 
in the cells where you have stored them, but printing 
is most effective if you print row and column headings 
along with the information in your worksheet. That 
way, you can study the worksheet on paper as if it 
were on-screen. By displaying row and column 
headings, you can easily identify where each formula 
is located without looking at the workbook on-screen. 
Because displaying formulas requires more column 
width for each cell, you might want to use landscape 
orientation when you print. 
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® Click the Print check box 
((L]] changes to [J). 


© Click Orientation. 
© Click Landscape. 


‘ Click the Page Layout 
button (|). 


Excel displays the worksheet in 
Page Layout view, where the 
worksheet appears the same way 
it will print. 


@ Formulas appear in cells 
containing formulas. 


These column headings will print. 


These row headings will print. 


‘How do | print the 
worksheet? 
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Do I need to click the Page 


Ww Click the File tab, and in 


Backstage view, click Print. 
A preview of the worksheet 
appears at the far right. 
From the choices to the 
left of the preview, you can 
specify the number of 
copies to print, select a 
printer, and select other 
settings, such as margins 
and scaling. See Chapter 8 
for more on printing. 


Layout button (|) to 

display the worksheet in 

Page Layout view before 

printing? 

wv No. Displaying the 
worksheet in Page Layout 
view gives you a good idea 
of the way the worksheet 
will appear when you print 
it. If you view the 
worksheet in Page Layout 
view before printing, you 
may identify other settings 
you want to change before 
printing in order to save 
paper and ink. 



























How do | stop displaying 
formulas in cells that 
contain formulas? 


w Follow steps 1 and 2. You 
can click the Show 
Formulas button — which 
is a toggle button — to 
display formulas and then 
click it again to stop 
displaying formulas. 


Do row and column 
headings print only once or 
will they continue to print 
each time I print the 
worksheet? 


‘Ww Row and column headings 
will continue to print unless 
you repeat steps 3 and 4 so 
that |v] changes to |-1)). 
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Identify Cells 





Containing Formulas 


sing the Go To Special dialog box, you can 


have Excel select cells that contain formulas. 


The selection is temporary like any other 
selection; Excel removes it as soon as you move the 
insertion point. 


You can limit the cells that Excel selects to specific 
types of formulas. For example, you can have Excel 
select only those cells that contain text formulas. You 
can also have Excel select only those cells that contain 
number formats. When you opt to select cells 
containing formulas, you specify the types of formulas 
you want Excel to consider. Excel then automatically 


Identify Cells Containing Formulas 


selects cells that meet the criteria you specify and 
selects the cells in the worksheet that contain the type 
of formula(s) you specified. 


Selecting cells that contain formulas can help you 
identify one common error — the formula that has been 
accidentally replaced with a value. Suppose you change 
the contents of a cell and then expect the change to 
cause updating elsewhere — but no updating occurs. In 
this situation, a cell that you thought contained a 
formula may actually contain a value. By having Excel 
select cells that contain formulas, you can identify the 
cell that should contain a formula but does not. 





qd) Click the Home tab. 
@ Click Find & Select. 


Excel displays a 
drop-down list. 


3 
6 Month Sales Figures for 20710 


























formulas Cate aOoe 
a) on . i a S 2 @ = - 5 Hh 
+ A - j Fie 3 - 2 eB 4 fondittenal Format. Hy fort & (Frere & 
a Sen 8 =| $ mF mee Formatting = at Tidsle Format* | Gf" File + elect #| 
pe pemer =F ta TR EE Eee f ‘EHF Find 
fe) & Months sales Figures tor 2OL0 a 


E F ig H | f 


mo Bepence 
E ht = Gela 
Ge Te Seereial 

















1 
1 1 2 (ltt Thetitanidis} 
Fortigiti 
& Click Go To Special. 4 January Febmeary March April May lune Total Sales Sof Total : ; : 

Copmente 

a pers le 145 1a id6 12 4 Baa ER 
is - a . ne Guna) Fematirig 

5 Gadgets 49 0163 990 195 198 $ Lord 15% 

Lengeperts 
& Sederts 193 ic a 0 180 #109 $ 41,138 17% ie 
7 TotalSales $ 469 $ 407 $597 $519 $571 $539 $ 2.056 100% en 
a af | Bedect QObpects 
4 ae 

fe Sete ctere Pye. 
10 
1 
iz 
134 
14 
5 
1G 
iv 
1a 
1 
rt 
Zl 
2 
za 
a4 
7 
ah 
a 
ao 
a 5 
= = 
ai = ! | I a 
Chat] | Sheet She Sheet Sheet ea GI 


The Go To Special dialog 


box opens. 
Curent grey theta vakdatiorn 
———— oan hit 
314 - 











® Click the Formulas 
radio button 5 


(© changes to @). 
@ Click OK. 


@ Excel selects cells in the 
worksheet that match 
the criteria you set in 
the Go To Special 
dialog box. 


How does Excel's selection 
help me find a cell that 
should have contained a 
formula but does not? 


Typically, you set up a 
worksheet so cells 
containing formulas appear 
close to each other. In the 
example worksheet, row 7 
and columns H and | 
contain formulas. It would 
probably catch your 
attention if, for some 
reason, a cell in row 7 or in 
columns H or | did not 
appear highlighted. 


Vv 


Go To Special 


| 4 | Widgets 
| § |Gadgets 
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) Coriments () Row differences 


) Constants ©) Column differences 
() Precedents 
Nurnibers ) Dependents 
Text 
Logicals 
Errors 
() Blanks 


(Current region 


(@) Direct only 
All levels 
©) Last cell 
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() Conditional Forrmats 
©) Data validation 
(3) All 


Same 


(7) Current array 


() Objects 






6 Month Sales Figures for 2010 


(In Thousands) 

January February March April 
12? ie a 145 132 
1449 163 174 190 
164 U5 190 
Set poole 


Can I limit the cells that 
Excel considers? 


vw Yes. You can select a range 
of cells before beginning 
the steps in this section. In 
this case, Excel searches 
only the selected cells and 
highlights only those cells 
within the selected range 
that meet the criteria you 
set in the Go To Special 
dialog box. 


lay 
146 
Ta 
180 
ee 


June Total Sales % of Total 
152 28% 
198 5 41,074 Baia 
183 ae 

eee ecie 100% 


What happens if I select 
Dependents in the Go To 
Special dialog box? 

w Before you select this 
option in the Go To Special 
dialog box, make sure that 
you select a cell containing 
a formula. Then, when you 
click the Dependents radio 
button (© changes to @) 
in the Go to Special dialog 
box, Excel highlights the 
cells that depend on the 
formula contained in the 
selected cell. 
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Evaluate 
Formulas 


ou can use the Evaluate Formula feature to 
have Excel guide you through the steps 
required to arrive at the result of a formula. 
You can think of the Evaluate Formula feature as a way 
to watch Excel calculate in slow motion. This feature is 
a good way to help you understand a complex 
formula. For example, suppose someone sends you a 
worksheet that contains a nested IF function. If you 
select the cell and then use the Evaluate Formula 
feature, you can see exactly how Excel arrives at the 
result it displays in the cell. 





Evaluate Formulas ' 


@ Click the cell containing 





As the Evaluate Formula feature works through a 
formula, it underlines the portion it is currently 
evaluating and then displays the result of the 
evaluation in italics. You can always identify an 
evaluated portion of a formula because it appears in 
italics, and you can always identify the portion that 
Excel will evaluate next because it appears underlined 
By watching the calculations Excel makes by using the 
Evaluate Formula feature, you may also discover why a 
particular formula is returning a result that you did not 
expect. 
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Excel changes the cell 
reference to the value 
stored in the cell and 
then displays the value 
In italics. 


© Click Evaluate. 


@ Excel displays the 
results of the 
calculation. 


@ Click Close to close the 
Evaluate Formula 
dialog box. 
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"What does the Step In 
button do? 


v 


When you click the Step In 
button, Excel selects the 
cell that was underlined in 
the Evaluate Formula 
dialog box, and a second 
field appears below the 
Evaluation field. In the 
second field, Excel displays 
the contents of the newly 
selected cell. If the newly 
selected cell contains a 
formula, Excel displays that 
formula and gives you the 
opportunity to evaluate it. 
You can click the Step Out 
button to return to 
evaluating the original 
formula. 


How many times to do | 
need to click the Evaluate 
button? 


Vv 


You click the Evaluate 
button as many times as 
needed to let Excel 
completely evaluate the 
formula. The actual 
number of times you click 
Evaluate depends on the 
length and complexity of 
the formula you are 
evaluating. For example, to 
evaluate a formula that 
contains an IF function, 
you may need to click 
Evaluate eight or nine 
times. 


How can the Evaluate 
Formula feature help me 
discover why a formula 
returns an unexpected 
result? 


‘w Formulas like IF functions 
or nested formulas can be 
difficult to understand 
because of the 
intermediate steps required 
to perform the calculation. 
The Evaluate Formula 
feature shows you each 
step in the formula as it 
happens. By slowing down 
the process and showing 
you the order of 
calculation, you may 
understand why a formula 
returns unexpected results. 


317 





318 


Check for 


Formula Errors 


ou can use tools available in Excel to help you reference other than a dialog box popping up. 
find and resolve errors in a worksheet. Circular references are formulas that contain references 


Although many errors are obvious because to the cell in which the formula is stored. 
Excel displays an error message in the cell, such as 
#REF!, #VALUE!, and #NAME?, other errors are not as 
obvious. For example, cells containing formulas that 
omit adjacent cells are not always errors. As a result, 





Excel’s Error Checking feature can help you find 
circular references. Once you identify a circular 
reference, you can decide if the formula is valid, and if 
not, you can correct it. In addition, for cells containing 


Excel does not display an error in the cell. Instead, you errors such as #DIV/O! and #VALUE!, you can use the 
Error Checking feature to visually identify the cells 
involved in the error, which often helps you correct 
the error. You can also use any smart tags in your 
worksheet to help you correct possible errors. 


see an indicator in the cell. Also, cells containing 
circular references do not display any visual 
characteristic that would alert you to a circular 





Check for Formula Errors X 


Find Circular References 


a Click the Formulas tab. 


@ Click the drop-down 
arrow ([*]) beside the 7 
Error Checking button. 5), Mal Rut Pant Mont Manes Mes Teta 

& Click Circular References. tes os masta es 

4) Click the cell reference At — FE A — 
that Excel displays. 








@ Excel selects the cell in the 
worksheet. 


A fo c : ’ . 
i Sales Figures for 2010 
(irs Thawte 


' Pia 2 Plare 4 Mer 5 Mart é Tote tweet % of Tore 
ae ns A —— 
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@ The formula appears in 
the Formula Bar. 


Note: The formula contains a 
reference to the cell in which 
you stored the formula. 





Trace the Source of an Error 


a) Select a cell containing an 
error. 


2) Click the Formulas tab. 


© Click the drop-down arrow 
([-]) beside the Error Checking 
button. 


4) Click Trace Error. 


@ Excel adds lines that visually 
connect the cell containing the 
error and any cells referenced 
by the cell containing the error. 


Note: In this example, Excel displays 
a divide by zero error because the 
formula in 14 divides by the contents 
of 19, which is empty. 


Can I have Excel guide me 
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How do I use indicators 
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Sales Figures for 2070 
maa 


Plat? Plant 4 ae Place 


a 
Sales Figures for 2070 
lin Thousereds i 
ans Piatt Fleets Plante Total Sales 


through finding all the 
errors in my worksheet? 


that appear in cells to 
correct a problem? 


w Yes. You can use the Error 


Checking window to find 
and correct errors other 
than circular references in 
the same way that a 
spell-checker looks for and 
corrects spelling errors. 
Click the Formulas tab, click 
the drop-down arrow ([~]) 
beside the Error Checking 
button, and then click Error 
Checking. Excel displays the 
Error Checking window, 
from which you can get 
help with the error, see the 
calculation steps, ignore the 
error, or edit the formula in 
the Formula Bar. 


vw Cells containing indicators 


display a small green 
triangle in the upper-left 
corner. When you select 
the cell, the Error Checking 
button (|® ) appears. Click 
/® ; Excel describes the 
problem it found and 
offers choices to correct 
the problem, including the 
option to ignore the error, 
which makes the green 
triangle disappear. 






chapter . 7 


beeee =e 








a 6 Total Sealed 
146 L52 cae 
Viye 





16 it CF 
ao Li 
10 Loa 





When I finish correcting 
the error, how do | 
eliminate the tracing lines? 


Ww If you click the Formulas 
tab and then click Remove 
Arrows in the Formula 
Auditing group, Excel 
removes the error-tracing 
arrows. 


I tried to follow the steps 
in the subsection “Find 
Circular References,” but 
the command was not 
available. What did I do 
wrong? 

w Nothing. Your worksheet 
contains no circular 
references, so Excel does 
not make the command 
available. 
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Trace Cell 
Relationships 


ou can use two of Excel’s Formula Auditing 

tools — the Trace Precedents and Trace 

Dependents tools — to help you trace the 
relationships between cells. These tools come in handy 
even if your worksheet does not contain errors. They 
provide visual cues that help you determine cell 
relationships. Using these visual cues may help you to 
understand the relationships in an unfamiliar worksheet. 
You may also be able to determine why a particular 
formula is not producing the result you expect. 





For example, the visual cues provided by tracing 
precedents and dependents may show you that a 
formula is using incorrect cells or omitting cells. You 








Trace Cell Relationships }§ 


Trace Precedents 


@ Select a cell that contains 
a formula. 


@ Click the Formulas tab. 
@ Click Trace Precedents. 


@ Excel adds lines to the 
worksheet that point 
toward the cell you 
selected in step 1. The 
lines come from the cells 
that contribute to the 
formula’s calculation. 








may also want to check dependents for a formula 
before you delete it because deleting the formula 
could have a ripple effect throughout your workbook. 


By tracing precedents, you can identify the cells that 
contribute to a formula’s result. You can trace 
precedents only for cells containing formulas. By 
tracing dependents, you can identify the cells 
containing formulas that use a particular cell. Unlike 
tracing precedents, you can trace dependents for a 
cell that does not contain a formula as well as a cell 
that does contain a formula. 
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Trace Dependents 


@ Select a cell. 


Note: The cell does not 
need to contain a formula. 


Q Click the Formulas tab. 


@ Click Trace 
Dependents. 


@ Excel adds lines to the 
worksheet that point 
away from the cell you 
selected in step 1. The 
lines point to the cells 
containing formulas 
that use the selected 
cell in their 
calculations. 


What happens if | click the 
Trace Precedents or Trace 
Dependents buttons more 
than once? 


w Excel adds another 
generation of precedent 
arrows or dependent 
arrows to your worksheet. 
That is, using the example 
worksheet, the precedents 
for cell 14 are cells H4 and 
H7. lf you click the Trace 
Precedents button again, 
Excel adds arrows to 
identify the precedents 
for cell H4 — the range 
B4:G4 — and the 
precedents for cell H7 — 
the range B7:G7. 
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How do I remove the lines 
when I do not want to view 
dependents or precedents 
anymore? 


Click the Remove Arrows 
button to remove all lines. 
If you have traced both 
dependents and 
precedents, you can 
remove only precedents or 
only dependents by clicking 
the drop-down arrow ([]) 
beside the Remove Arrows 
button. From the menu 
that Excel displays, select 
the type of lines you want 
to remove. Each click 
removes the last generation 
of precedent or dependent 
arrows you added. 
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What happens if I click the 
Watch Window button in 
the Formula Auditing 
group on the Ribbon? 


w Excel opens the Watch 
Window, which you can 
use to monitor the value in 
a selected cell. The Watch 
Window is useful when 
your worksheet is large. 
You can add a cell to it 
and leave the window 
open as you scroll around 
the worksheet to make 
changes. Even if the cell 
disappears from view, the 
Watch Window shows you 
what effect your changes 
have on the cell. 
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Control 
Data Entry 


ou can use the Data Validation feature in Excel 
to control data entry and therefore avoid 
errors. The Data Validation feature is 
particularly useful if you build a worksheet for other 
users and you want to ensure that the information 
that they enter is appropriate. For example, your 
worksheet may require that the users enter numbers 
that fall between two values. If you use the Data 
Validation feature, you can ensure that Excel does not 
accept text entries in those cells nor will Excel accept 
values that fall outside the range you specify. 
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Set Up Validation Criteria 





When you use the Data Validation feature, you set up 
a criterion for a cell or range that describes the kind of 
data the user can enter. You can think of this criterion 
as a rule associated with data entry. The rule dictates 
the kind of information Excel will allow the user to 
enter into the cell. 


You can also set up an error alert that appears if the 
user enters information that is not valid for the cell. The 
alert appears in the form of a message that you define; 
for example, you can tell the user in the message what 
information is valid to enter into the cell. 
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depend on your choice in 
step 4. 


Qo Use these options to 
define the criterion. 


6 Click the Error Alert tab. 
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OA Click here ([+]) to 


select an action when a 
user enters invalid data. 


© Click here to type a 
message title to display 
to the user. 


© Click here to type a 
message. 


@ Click OK. 


Excel saves the criterion 
and error alert 
information. 


Test Data Validation 


@ Select a cell in the data 
validation range. 


@® Type an invalid value 
and then press Enter or 
click |v. 


@ Excel displays the error 
alert you set up. 


Message tab? 


w You use the Input Message 


When would I use the Input 


tab to set up a message 
that appears when the user 
clicks the cell. The message 
appears in the form of a tip 
and does not interfere with 
data entry. For example, 
you can use the input 
message to describe the 
kind of data the user 
should enter into the cell 
to help the user avoid 
entering information that is 
unacceptable. 
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Data Validation 


Input Message 


Show error alert after invalid data is entered 
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What happens if the user 
clicks the Retry button 
when an alert message 
appears? 


w Excel dismisses the message 


and selects the value that 


was previously typed in the 


cell. When the user types, 


the previous entry attempt 


is automatically replaced 


with the new entry. When 


the user presses Enter or 


clicks [¥ , Excel re-evaluates 
the entry. If it is valid, Excel 
enters it into the cell. If it is 
not valid, the alert message 


appears again. 





| Cancel | 


Plant4 PlantS Plant6 Total Sales 
98 146 152 $803.00 

170 174 198 $1,033.00 

154 160 170 $931.00 
$182.00 

$0.00 

$2,949.00 


i Invalid value [pesa] 
13 | 
14 @ Please enter a value between 100 and 175 
15 


What kinds of error alert 
styles are available? 


Vv 


You can choose from three 
styles: Stop, Warning, and 
Information. If you use the 
Stop style, Excel does not 
accept information that 
does not match the 
established rules. If you 
select either Warning or 
Information, the user can 
enter invalid information, 
but Excel displays the 
message you set up to 
alert the user that the 
information is not valid. 
The difference between the 
Warning and Information 
styles is in the user’s 
perception. 
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Control 
Data Entry (continued) 


ou can permit a user to enter information that range you deem acceptable for sales. You can use 
does not conform to the data validation rule Data Validation circles to highlight the cells that do 
you have established for a cell or range and not meet your standard. 
then let Excel show you the invalid data after the fact. 
This approach works well when you do not want to 
display messages to the user during data entry. 





You set up the data validation rules as described earlier 
in this section, but you do not set up either an input 
message or an error alert. You can set up the 


For example, you may want the user to enter sales validation rules before or after data entry. To the 
values into a range. Later, when you review the person entering information, nothing seems unusual 
worksheet, you may want to set up criteria that will and they see no messages as they work. To view 
help you identify cells that contain values outside a invalid data, you display Data Validation circles. 
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Circle Cells Containing 
Invalid Data 


qd Click the Data tab. 





@ Click the drop-down Sales Figures for 2010 
arrow ([+]) beside Data i. Pinks Pion? Hens veens. Pons ets. teal te 
vancaupn. et 2 ee 
@ Click Circle Invalid Data. teen acuta ae me 8 nt 


Excel circles values on the — aeesPunnesteraeie 
worksheet that do not } fn eae 
conform to the Data enon 718s 
Validation criterion. cates ete 


” 
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Remove the Circles 


@ Click the Data tab. 


@ Click the drop-down 
arrow ([*]) beside Data 
Validation. 


@ Click Clear Validation 
Circles. 


Excel removes the Data 
Validation circles but 
remembers the 
criterion. 


If you repeat steps 1 
and 2, Excel redisplays 
cells that contain 
invalid values. 


Analyzing Formulas and Functions 
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‘How do | avoid setting up 
an error alert? 


Ww To avoid setting up an 
error alert, follow the steps 
in the subsection “Set Up 
Validation Criteria,” but 
instead of performing 
steps 7 to 9, click the 
Show error alert after 
invalid data is entered 
check box ((ivi] changes 
to ||) and then click OK. 
Excel then permits the user 
to enter invalid information 








but tracks the invalid 
entries. 


Can I identify cells for 
which Data Validation rules 
have been established? 


w Yes. Click the Home tab and 
then click Find & Select. In 
the drop-down list, click Go 
To Special. In the Go To 
Special dialog box that 
opens, click the Data 
validation radio button 
(© changes to @). Then, 
click the All or Same radio 
button (© changes to @) 
and click OK. If you click All, 
Excel selects all cells for 
which Data Validation rules 
exist. If you click Same, 
Excel selects all cells with 
Data Validation rules that 
match the selected cell. 


What kinds of criteria can 
I set up? 


‘w You can set up criteria 


based on any value, whole 
numbers, decimals, dates, 
times, text length, or data 
that appears in a list. You 
can also select Custom and 
then set up a formula for 
Excel to use to determine 
whether information 
entered is valid. For 
example, you can allow 
only text entries in a range 
or cell, such as cell Al, by 
entering the formula 
=ISTEXT(A1). 
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a Sparkline Chart 


his new feature in Excel 2010 allows you to 

place a microchart of data in a single cell in 

your worksheet. Excel refers to these 
microcharts as sparkline charts. The term was coined 
by Edward Tufte in his 2006 book Beautiful Evidence to 
describe small graphics displayed in context with the 
words and numbers describing them. 


Sparkline charts differ from traditional charts in 
physical size and in the amount of data they represent. 
Traditional charts in Excel span a range of cells below 
or beside the numbers used to create them or they 
appear in a separate worksheet, while sparkline charts 


eee Sparkline Chart 





@ Click the cell in which you 


want to create a sparkline ed, ra © @oae 
| Uf bil ip Shapes * ; Bie Lire = ly Aen = = Au aS gill iol = TE Equation = 
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appear in a single cell. Traditional charts encompass 
large amounts of data, while sparkline charts present 
information for smaller quantities of data. 


In Excel, you can create three types of sparkline charts: 
line, column, or win/loss. All three types of charts show 
you, at a glance, trend information for a range of data 
you select. Line and column charts efficiently depict 
trends in data. A win/loss chart displays small squares 
that appear above or below a horizontal axis; the 
squares above represent positive values — or wins — 
while the squares below the axis represent negative 
values — or losses. 
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. When and how would I use 
a win/loss sparkline chart? 


Ww Win/loss charts work well 


when plotting, for 


example, each day’s 
change in the Dow Jones 
average or the results of 
the ten games your softball 
team plays during a 
season. Enter a positive 
number for each game you 
win and a negative 
number for each game you 
lose. When you chart the 
values, Excel displays small 
squares above an 
imaginary zero line for 


each win and small squares 
below the line for each 
loss. The numbers you 
enter do not matter; the 
focus is on the positive and 
negative values. 


Is there a way to display 
the horizontal axis for 
a line chart? 


You can set the horizontal 
axis to appear, but Excel 
does not display the axis 
for either the line or 
column chart. The 
horizontal axis is most 


effective with a win/loss 
chart. On the Sparkline 
Tools Design tab, click the 
Axis button in the Group 
group. From the list that 
appears, click Show Axis. 


Can I copy and paste a 
sparkline chart from one 
cell to another? 


w Yes. By default, Excel uses 


relative cell addresses when 
you select the data range 
for the sparkline chart and 
thus adjusts the data ranges 
when you copy and paste. 
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Modi 


a Sparkline Chart 


same type of trend information. Switching from or to 
a win/loss chart is less effective because the win/loss 
chart does not show data trends over time but instead 
shows discrete data points relative to each other. 


nce you have created a sparkline chart, you 

can make changes to the chart. You can, for 

example, change the data included in the 
chart or change the cell in which the chart appears. Be 
aware that Excel permits you to place a sparkline chart 
in a cell containing data, but the cell will become 
difficult to read if it contains both data and a sparkline 
chart. 


You can switch from one type of sparkline chart to 
another; switching between a column chart and a line 
chart works well because both chart types present the 





Modify a Sparkline Chart § 


Change the Chart Type 


a Click the cell containing 
the sparkline chart. 


‘e Click the Sparkline Tools 
Design tab. 


& In the Type group, click a 
chart type. 


This example changes a 
line chart to a column 
chart. 


@ Excel changes the chart 
type of the sparkline 
chart. 








You can show points and markers on any type of 
sparkline chart, but they appear most effectively on a 
line chart. You can select a style for any type of 
sparkline chart; the style changes the colors Excel uses 
for the lines and data points of a line chart, the bars of 
a column chart, and the squares of a win/loss chart. 
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Change the Chart Data 


@ Click the cell 
containing the 
sparkline chart. 


@ Click the Sparkline 
Tools Design tab. 


@ Click the drop-down 
arrow ([*]) below Edit 
Data. 


@) Click Edit Single 
Sparkline’s Data. 


The Edit Sparkline Data 
dialog box opens. 


@ In the worksheet, drag 
to select a different 
range of data for the 
chart. 


© Click OK. 


Excel recalculates and 
redraws the sparkline 


different cell? 


Can I move the sparkline chart to a 
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Can I change a line sparkline chart to 
a win/loss sparkline chart? 


w Yes. You can use the traditional cut-and- w Yes. Excel permits the change, but the chart 
paste method or you can use the Edit will be meaningful only if your line chart 
Sparklines dialog box. Click the cell data points consist of a series of positive 
containing the sparkline chart, and on the and negative values and the line is intended 
Sparkline Tools Design tab, click the Edit to demonstrate their relationship to 0 — 
Data button to open the Edit Sparklines the horizontal axis. Typically, the line chart 
dialog box. This dialog box contains a field shows you the trend of the data points it 
specifying the range of data for the chart charts. The win/loss chart, on the other 
and a field specifying the cell that contains hand, shows you the equivalent of a yes or 
the chart. You can change either field or no answer to this question: “Does this data 


both fields. For each field, drag in the 
worksheet to make new selections. 


point represent a win?” 
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Understanding 
Charts 


ou can use Excel’s charting features to create 
traditional charts that depict the numbers in 


your Excel worksheet. When you create a 
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Chart Title 





If you prefer, you can place the chart in its own 
sheet, where the chart fills the entire sheet. 
When you want to print a chart on a page ot its 
own or you have many charts to create, it is best 
to place each chart in its own sheet. 


You can always move an embedded chart to its 
own chart sheet or move a chart on a chart 
sheet to a worksheet. 


Each chart that you create is based on data stored 
in an Excel worksheet. If you make changes to the 
data used in a chart, Excel automatically adjusts 
the chart to reflect the changes, so your chart is 
always up to date. Unless you select cells before 
creating a chart, Excel guesses at the data you 
want to include in the chart, but you can easily 
modify Excel’s selection to include whatever 
information you want. 


When you work with charts, Excel adds tabs 

to the Ribbon under the heading Chart Tools. 
Within the Chart Tools heading, Excel displays 
three tabs: the Chart Tools Design tab, the 
Chart Tools Layout tab, and the Chart Tools 
Format tab. Chart tools are available only when 
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chart, you can embed it in the same worksheet where 
the numbers appear. When you embed a chart, you 
can print it alongside your data. 


you select an embedded chart or a chart on a 
chart sheet. 


You can create a variety of charts in Excel to help 
convey the message you intend. Among the 
more common types of charts you can create are 
the column, line, pie, bar, area, and scatter 
charts. You use column and bar charts to 
compare values from different categories of data. 
Line charts show changes over time and are 
most useful when you want to emphasize trends. 
Pie charts show the relationship of one 
component of data to the overall total. Area 
charts show trends as well as the contribution of 
each data value to the total. Also available but 
not as widely used are specialized surface, 
doughnut, bubble, radar, and stock charts used 
in scientific and financial studies. 


In addition to making it easy to select a chart type, 
Excel makes it easy to produce an elegant-looking 
chart by applying built-in chart layouts and styles. 
Chart layouts help you position various chart 
elements. For example, some chart layouts place a 
title above the chart, others place it below the 
chart, and still others eliminate the title altogether. 
Chart styles help you apply color schemes to chart 
elements in a consistent manner. 





Understanding 
the Chart Window 


Discovering Chart Basics 






chapter I 8 








@ Chart Area 


The chart area includes all the 
chart elements that appear 
inside the boundary that 
surrounds the chart on a chart 
sheet or in the chart window 
of an embedded chart. 


® Chart Title 


The chart title displays the 
name of the chart so the 
reader knows the subject of 
the chart. The chart title can 
appear above or below the 
chart or you can choose not to 
display a chart title. 


@ Data Series 


A data series is a set of data 
values. This example contains 
three data series: one for 


Sales for 2010 





Widgets, one for Gadgets, and 
one for Sedgets. Each of the 
data series contains six data 
values — one for each month 
shown on the chart. Typically, 
one data series represents a 
single row or column. 


Legend 


The legend helps the reader 
identify what each data series 
represents. Your chart does 
not need to include a legend, 
but excluding the legend can 
make the chart more difficult 
to understand. 


Category Axis 


The category axis runs 
horizontally along the bottom 
of the chart. On the category 





= Widgets 
@ Gadgets 
SSedgets 


axis, Excel displays the labels 
that correspond to each data 
point. In this example, the 
categories correspond to 
months. Below the category 
axis, Excel displays the title for 
the category axis, which is 
Month in this example. Not all 
charts contain a category axis. 


Value Axis 


The value axis runs vertically 
along the side of the chart and 
displays values by which you 
can measure the data series. 
This example shows only one 
value axis, but some charts 
contain two value axes — one 
on the left side of the chart 
and one on the right side. 
Some charts do not contain 
any value axes. 





Plot Area 


The chart data appears in the 
plot area of a chart. As you 
can see in this example, you 
can apply a different color to 
the plot area. 


Gridlines 


Gridlines help the reader assess 
the value of each data point in 
a data series. Although the 
example shows only horizontal 
gridlines, you can set both 
horizontal and vertical 
gridlines. You can also display 
both major and minor 
gridlines; the example shows 
major gridlines, with minor 
gridlines appearing between 
the major gridline marks. 
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Create 





a Column Chart 


ou can create a chart by using worksheet 





Charted information is often easier to 
understand than the numbers behind the chart. To 
create a chart, you organize the information in your 
worksheet into rows and columns by using labels to 
identify the information in each row and column. 


Suppose you want to create a column chart to plot 
sales over several months for three products. In this 
situation, the numbers for each product appear on 


information to present numeric data visually. 


months of the sales appear on the category axis. 
When you create this chart, you do not include any 
totals that you may have calculated in the worksheet 
because totals would not make sense in the context of 
showing sales for three products over several months. 


As you create a chart, you choose the type of chart; 
Excel provides several possible variations for each chart 
type. You can also select a chart layout and a chart 
style. A chart layout controls whether and where to 
show chart elements, such as the title and the legend. 


separate rows and represent a data series. In a column A chart style controls the colors of various portions of 
the chart. 


chart, each data series appears as a column. The 


Create a en rae ra ern , 


‘ay Select the cells you want 
to chart. 


Note: If you do not select cells, 
Excel takes its best guess about 
the data you want to chart. 


@ Click the Insert tab. 
@ Click a chart type. 


This example shows a 
column chart. 


@ Excel displays samples of 
the variations available for 
the chart type. 


® Click a chart type. 
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@ Excel creates a chart by 
using the data selected 
in step 1 and the chart 
type selected in step 3. 


Chart Tools tabs 
appear on the Ribbon. 


©) Click here to select a 
chart layout. 


Each chart layout 
contains different 
elements. You can click 
each layout to apply it 
and see the differences. 


Excel applies the layout 
to the chart. 


© Click anywhere outside 
the chart to continue 
working in the 
worksheet. 


@ Excel no longer 
displays the tabs 
associated with Chart 
Tools. 





I forgot to select data, so Excel created 
a blank chart. What happened? 


w If you place the cell pointer outside the 
range of data you expect to use for your 
chart, Excel does not know what data to 
use to create the chart. As a result, Excel 
creates a blank chart. If you try the same 
experiment again and place the cell pointer 
on any cell containing data that you want to 
use in your chart, Excel guesses which data 
to include and displays something other 
than a blank chart. You can also place the 
cell pointer in a blank cell within the range 
where data appears, and Excel displays 
something other than a blank chart. 
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If a chart layout is optional, under what 
circumstances would I choose one? 


wv Chart layouts are simply a predefined set 


of chart elements positioned in various 
locations. For example, if you know that 
you want a chart title, legend, and labels 
for each axis, choosing a chart layout with 
those elements can help you set up your 
chart faster than if you add those elements 
to the chart individually. Even if the layout 
does not place the elements exactly where 
you want them, you can move the elements. 
If the layout you choose contains more 
elements than you want, you can delete 
the extra elements. 
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Create 
a Pie Chart 


ou can use a pie chart to help you focus on 

relative proportions in relation to totals. Each 

pie slice represents a percentage of the total of 
100%. For example, suppose your worksheet contains 
sales information for three products over several 
months, and you want to examine the sales of one 
product over those months to see if any particular 
month shows significantly higher sales than other 
months. If sales for one particular month exceed all 
other months, you can then start researching what 
your company did differently during that month to 
increase sales. 





eT Ts a Pie Chart 





@ Select the cells you want 
to chart. 


Note: If you do not select cells, 
Excel guesses which data you 
want to chart. 


® Click the Insert tab. 


© Click Pie. 


@ Excel displays samples of 
the variations available for 
the pie chart type. 


© Click a variation. 


Note: This example displays a 
3-D pie chart. 


@ Excel creates a pie chart 
by using the data selected 
in step 1 and the chart 
type selected in step 3. 


Qo Click Select Data. 


The Select Data Source 
dialog box opens. 


© Click Edit. 
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A pie chart contains only one data series. The example 
uses One product’s sales as the data series, and the pie 
slices each represent sales for a particular month. As a 
result, to ensure that your pie chart makes sense, make 
sure that you select information for only one data 
series — that is, several data points related to only one 
element. 


A pie chart does not display a value axis or a category 
axis, but Excel uses the numbers you select to 
represent the information Excel needs for the value 
axis. Excel sometimes does not identify the pie slices; 
instead, Excel assigns numbers to the slices, which you 
can change. 


























Excel opens the Axis 
Labels dialog box. 


@) Drag to select the 
labels that identify each 
pie slice. 


@ Click OK. 


Excel reopens the 
Select Data Source 
dialog box. 


New labels appear for 
the pie slices. 


© Click OK to close the 
Select Data Source 
dialog box. 
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Using the example 
worksheet, how would | 
select data if | wanted to 
view each product's 
contribution to February 
sales? 


w Select cells C3 to C6 and 
then follow steps 2 to 4 to 
create the chart. Excel may 
display numbers instead of 


each product’s name. 
Follow steps 5 to 9 to 


complete the chart, and in 
step 7, select the labels in 


the worksheet that 
represent the product 
names you are charting. 


Excel replaces the numbers 
with product names after 


you complete the steps. 





What happens to the pie 
chart if I change a data 
value in the range I used to 
create the chart? 


w Excel recalculates each pie 
slice’s relative percentage 
of the total and updates 
the chart automatically. 
Excel must adjust all the 
pie slices because each pie 
slice represents a 
percentage of 100% rather 
than a specific number. If 
any slice’s value increases, 
the other slices must 
decrease to compensate 
and retain 100% as the 
total. 





What happens if | click the 
Hidden and Empty Cells 
button in the Select Data 
Source dialog box? 


w Excel opens the Hidden 
and Empty Cell Settings 
dialog box, which you can 
use to specify how Excel 
should handle empty cells 
in the range you choose to 
chart. You can show empty 
cells as gaps in the chart or 
as zero values. You can 
also decide whether to 
show data in hidden rows 
and columns. 
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Change the 
Chart Type 


fter you create a chart, you can switch to a 

different chart type. The chart type you 

choose should be the one that best explains 
your information. Excel contains a wide variety of 
chart types from which to choose, the most common 
of which are: 


@ Column charts display vertical bars and help you 
show changes to information over time or 
compare information, such as sales for several 
products. 


@ Bar charts also help you compare information, 
but the bars run horizontally instead of vertically; 
because the bars run horizontally, long category 
labels may be easier to read on a bar chart. 


Change the Chart Type 





@ Click anywhere in the 
chart area to select the 
chart. 


@ Excel displays this border 
around the chart. 


@ The tabs associated with 
Chart Tools appear. 


@ Click the Chart Tools 
Design tab. 


@ Click Change Chart Type. 
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@ Line charts show changes over time and are 
useful to identify trends. 


@ Pie charts show the relationship of one data series 
to the overall total. 


@ Area charts show trends as well as the 
contribution of each data value to the total. 


@ Scatter charts are often used to show the 
relationship between two variables, such as sales 
calls and sales made. 


You can switch chart types effectively as long as the 
data you chart can be displayed. For example, you 
cannot create an effective pie chart for more than one 
data series. 
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The Change Chart 
Type dialog box opens. 

® Select a different chart 
type. 


This example uses a 
line chart. 


‘Change Chaet Type 


(irr 


& Select a variation for 
the new chart type. 


© Click OK. 
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Excel applies the new B 
chart type to your 


chart. 
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“When would I use a doughnut chart? 


You can use a doughnut chart instead of a 
pie chart. Both charts show the relationship 
of parts to a whole, but you can display 
more than one data series in a doughnut 
chart. A doughnut chart has a hole in the 
middle (hence the name) and displays each 
data series as concentric rings wrapped 
around each other. Using the example 
worksheet, you could create a doughnut 
chart that shows sales for each product as 
separate data series, wrapping the products 
around each other. Each data series would 
contain three parts representing the months 
of the sales. 


Sheet 


htanh 


When would I use a stock chart? 


wv Although plotting stock information such 
as high, low, open, and close amounts for 
prices and volume are the primary uses for 
a stock chart, you can use a stock chart for 
other reasons. For example, you can use a 
stock chart to plot high, low, and average 
temperatures for various days. A stock chart 
that shows stock price information typically 
shows prices on the value axis and dates 
on the category axis. A stock chart that 
includes trade volume as well as stock price 
information typically uses two value axes — 
one for the volume and one for the stock 
price. 
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Select 
a Chart Layout 


y applying a chart layout, you can save a lot 
of time and effort. Chart layouts are 
predefined sets of chart elements that you can 
apply as a group to a chart. Although you do not 
need to apply a chart layout, using a chart layout 
helps you quickly apply many of the chart elements 
you want to display. If you select a chart layout that 
contains more elements than you want, you can easily 
delete the extra elements. If a chart element does not 
appear in the position you prefer, you can move it. 





Select a Chart Layout \ 


@ Click anywhere in the 
chart area to select the 
chart. 


@ Excel displays this border 
around the chart. 


@ The tabs associated with 
Chart Tools appear. 


@ Click the Chart Tools 
Design tab. 


© Click here ([F) to display a 
drop-down gallery of 
available layouts and then 
select one. 


Excel applies the layout, 
adding, moving, and 
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Chapter 19 describes many ways to delete and 
reposition chart elements and add chart elements if 
necessary. 


Excel has different chart layouts for each chart type, so 
the available layouts depend on the type of chart you 
create. Using chart layouts, you can add axis titles, 
reposition the chart legend, remove gridlines, add a 
chart title, and add a data table to the chart. A data 
table appears below the chart in the chart window 
and displays the data points used to build the chart. 
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Change the 
Chart Style 


ou can apply a chart style to your chart to 

quickly and easily change the colors of 

various chart elements. For example, some 
chart styles apply different shades of the same color 
to the bars on a column or bar chart or to the slices 
of a pie chart. Other chart styles use entirely 
different, unrelated colors for each set of bars on 
the column or bar chart or the slices of the pie 
chart. The color schemes available by using chart 
styles can vary from chart type to chart type. If a 
particular chart type includes a floor and side and 
back walls — as the column and bar chart types 


Change the Chart Style 





@ Click anywhere in the 
chart area to select the 
chart. 


@ Excel displays this border oe ae 
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@ The tabs associated with Basdges 
Chart Tools appear. 7 Te 
QP Click the Chart Tools i 
Design tab. Fr 
® Click here ([F) to display 7 
a drop-down gallery of - : 
available styles and then z 
select one. = 
Excel applies the layout, A 
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removing elements, such + Wedges 
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do — then Excel provides chart styles that help you 
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assign different colors to the floor, side wall, and 


back wall. 


Some chart styles apply a white or transparent 


background to the plot area, while other chart styles 


set the background of the plot area to black, 
providing dramatic contrast. Some chart styles provide 
thin outlines around each data series or pie slice. 


Chart styles are optional; you do not need to apply 
them, but they can help you create an effective, 
dramatic-looking chart very quickly and easily. 
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Move a Chart 
to a Separate Sheet 





ou can place a chart on a separate sheet in of embedded charts. First, placing many embedded 

your workbook. Nothing else appears on a charts on the worksheet containing your data can 

chart sheet except the chart. By default, Excel clutter up your worksheet and make it difficult to read. 
creates embedded charts that appear on the same In addition, finding a particular chart is not easy on a 
worksheet as the data you use to create them, but you worksheet that contains many charts. However, if you 
can move a chart to its own sheet in the workbook. use chart sheets, you can easily find a particular chart 
Placing the chart on a separate chart sheet makes it because you can rename chart sheet tabs to describe 
easier to print the chart on a page by itself. If you plan _—‘ the chart. You can even organize the chart sheet tabs 
to create many charts from a particular set of data, alphabetically or ee numerical sequence to make 
you may want to consider using chart sheets instead finding a particular chart quick and easy. 





Move a Chart to a Separate Sheet | 


@ Click anywhere in the 
chart area to select the 
chart. 
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The Move Chart dialog 
box opens. 


@ Click the 


sheet radio button 


(© chan 
® Click OK. 


Excel displays the chart 
in a new sheet in the 
workbook. 
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How do I rename a chart 
sheet? 


Vv 


You can supply a new name 
for the chart in the Move 
Chart dialog box. After you 
complete step 4, click in the 
field beside the New sheet 
option to type a name. If 
you have already moved 
the chart to a chart sheet, 
right-click on the chart 
sheet’s tab and then choose 
Rename. Excel highlights 
the chart sheet name; 
simply type a new name to 
replace the existing name 
and then press Enter. 


I cannot see the entire 
chart on the chart sheet 
without scrolling. Is there 
a way to fix that? 


v 


Yes. You can adjust the 
zoom factor. Click the 
chart. In the lower-right 
corner of the screen, click 
to reduce the size of 
the chart. The first click 
reduces the chart size to 
the nearest whole number. 
Each successive click 
reduces the chart size by 
10%. 


Can I convert a chart 
located on a chart sheet to 
an embedded chart? 


w Yes. Follow the steps in this 


section, but in step 4, click 
the Object in radio button 
(© changes to @). In 
the field beside the Object 
in option, click the 
drop-down arrow ([*]) 

to select the worksheet 
onto which you want to 
place the chart. When 

you click OK, Excel moves 
the chart to the selected 
worksheet and deletes the 
chart sheet. 
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Reposition an 





Embedded Chart 


ou can reposition a chart that Excel embeds in 
a worksheet to a different place in the 
worksheet. When Excel embeds the chart, it 
places the chart somewhere near the data used to 
create the chart but not necessarily where you want 
the chart to appear. For example, Excel may cover up 
worksheet data with the chart or Excel may place the 
chart in a location that causes extra pages to print that 
you do not need. You can reposition an embedded 
chart to suit your purposes. 





Reposition an Embedded Chart 


When you want to print both the chart and the 
worksheet data used to create the chart on the same 
page, you can leave the chart embedded in a 
worksheet instead of placing the chart on a separate 
chart sheet. However, you are not limited to the 
location Excel selects for the embedded chart. 


To move a chart, you select it. Then, when you move 
the mouse pointer over the outside portion of the 
chart area without pointing at any specific chart 
element, the mouse pointer changes, alerting you that 
you can move the chart. 





@ Click anywhere on the 
chart. 


@ Excel displays this border 
around the chart. 
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Excel indicates here that 
you selected the chart. 





@ Move the mouse pointer 
inside the chart area 
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© Drag the chart to 


its new location 
(iS changes to +>). 


As you drag, Excel 
displays an outline of 
the chart so you know 
where the chart will 
appear. 


Excel displays the chart 
in the new location. 


Can I move an embedded 
chart to a different 
worksheet without placing 
it in a chart sheet? 


— 


w Yes. You can cut and paste 
the chart. Select the chart 
in the worksheet where 
you created it. Then, 
right-click on it and choose 
Cut. Click the tab of the 
worksheet on which you 
want the chart to appear. 
In that worksheet, 
right-click on a cell near 
where you want the 
upper-left corner of the 
chart to appear and then 
choose Paste. 
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Can I move part of a chart? 
wv Yes. You can drag any 


element of a chart to a 
new location in the chart. 
For example, you can drag 
the chart title to a different 
position in the chart 
window. You can also drag 
the slices of a pie chart. For 
example, you might want 
to pull out a pie slice to 
call special attention to it. 
When you click any chart 
element, round circles 
appear around the 
element. You can then 
drag the element to 
reposition it. 
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If | move an embedded 
chart to a different 
worksheet and change the 
chart’s data on the original 
worksheet, what happens? 


w Excel retains the link 


between the chart and the 


data in the cells that you 


used to create it. As a 
result, if you make a 


change to the data, even 
though the chart appears 


on a different worksheet, 
Excel updates the chart. 
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Resize an 





Embedded Chart 


ou can change the size of a chart that Excel 
embeds in a worksheet. When Excel embeds a 
chart, it creates the chart at a default size that 
may be too small or too large to suit your purposes. 
You can adjust the size of the chart window. When 
you adjust the size of the chart window, all the chart 
elements in the window grow or shrink in relation to 
the changes that you make. 





When you resize an embedded chart, you must first 
select it. In the border that Excel displays around the 
chart window, dots appear at particular locations. In 


Resize an Embedded Chart | 


@ Click anywhere on the 
chart. 


@ Excel displays this border 
around the chart. 


@ Excel indicates that you 
selected the chart. 


@ Move the mouse pointer 
over any set of dots in the 
border of the chart (C) 
changes to 4, t, or =). 
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the four corners of the window, Excel displays three 
dots in the border. In the middle of the top, bottom, 
left, and right sides of the border, Excel displays 
four dots. 


You use these dots to resize the chart window. The 
shape of the mouse pointer changes to a pair of 
arrows when you move it over any of these sets of 
dots. Excel displays this mouse pointer shape to let 
you know when you can resize the chart. 
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© Drag the edge of the 
chart outward to 
increase its size and 
inward to reduce its 
size (2, L, or = 
changes to ++). 


As you drag, Excel 
displays an outline of 
the chart, depicting its 


new size. 


Excel displays the 
newly sized chart. 
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“What must I do differently 
to see ~ or 1? 


To see +>, move the 
mouse pointer over the four 
dots that appear on the left 
or right side of the chart 
border. Resizing either side 
of the chart border makes 
the chart wider or 
narrower. To see I, move 
the mouse pointer over the 
four dots that appear on 
the top or bottom of the 
chart border. Resizing the 
top or bottom of the chart 
border makes the chart 
taller or shorter. 


Why did you place the 
mouse pointer over a 
corner of the chart to 
resize it? 

‘Ww When you drag a corner of 
a chart to resize it, you can 
resize both the height and 
the width of the chart 
simultaneously. You can 
make the same adjustment 
by dragging a side and 
either the top or bottom of 
the chart, but you must 
drag twice to make this 
adjustment. 


Can I resize a chart in a 
chart sheet? 


Vv 


No. By default, a chart in a 
chart sheet takes up the 
entire sheet, so the chart 
sheet determines the size 
of the chart. You can zoom 
in or out while viewing the 
chart in a chart sheet, but 
zooming does not affect 
the size of the chart. When 
you print the chart, it 
prints at the same size, 
whether you view it at 
150% or 75%. 
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Change the Data Included 


in the Chart 


ou can change the data that Excel includes in 
a chart after you create the chart. For 
example, suppose you initially decide to 
include six months’ worth of sales data for three 
products on a single column chart. After you create 
the chart, you realize that the chart includes too much 
information and is therefore difficult to read. You do 
not need to delete the chart and start again; instead, 
you can modify the chart to eliminate some data, and 
Excel updates the chart to reflect the new data 
selection. Conversely, if you discover after creating a 





Change the Data Included in the Chart 


chart that you need to add data, you can modify the 
chart to include the extra data without starting from 
the beginning. 


You use the Select Data Source dialog box to change 
the data that you include in a chart. From this dialog 
box, you can use the Legend Entries (Series) section of 
the dialog box to add, change, or remove data series. 
You can also reorder the data series on the chart. In 
the Horizontal (Category) Axis Labels section of the 
Select Data Source dialog box, you can change the 
labels that appear on the category axis. 





@ Click anywhere on the 
chart. 


@ Excel displays this border 
around the chart. 


@ Excel indicates here that 
you selected the chart. 


® Click the Chart Tools 
Design tab. 


@ Click Select Data. 
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The Select Data Source 
dialog box opens. 


Excel highlights the 
data currently included 
in the chart. 


In the worksheet, select 
a different range of 
data to include in the 


chart. 


Excel collapses the 
Data Source dialog box 
as you select the range. 


Can I change the order of 
the data on the chart 
without editing the data in 
the worksheet? 


w Yes. You can use the Select 


Data Source dialog box to 
change the order of the 
legend entries. Click an 
entry in the Legend Entries 
(Series) section of the 
Select Data Source dialog 
box and then click the Up 
Arrow button (|# ) or the 
Down Arrow button ((¥ ). 
Excel reorders the 
placement in the legend 
and reorganizes the bars in 
a column or bar chart. 
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What should | do if | simply What can I do when I click 
want to delete a particular the Edit button in the 
range from the chart? Legend Entries (Series) 


W If the range appears in the section of the Select Data 


Legend Entries (Series) Source dialog box? 
section of the Select Data w If you click one of the 


Source dialog box, click series in that section of the 
the range and then click dialog box, Excel opens 
the Remove button. If the the Edit Series dialog box. 
entry appears in the Using this dialog box, you 
Horizontal (Category) Axis can change the title for the 
Labels section of the Select data series by selecting a 
Data Source dialog box, different cell or typing a 
follow the steps in this label. You can also change 
section to select a different the cells that make up the 
range to include in the data series. 

chart. 
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Change the Data Included 
in the Chart (continued) 


f the data you want to remove appears in the Source dialog box, you can use the steps in this 

Legend Entries (Series) section of the Select Data section to adjust the data included in the chart. The 

Source dialog box, you can use controls in the same is true if you want to add data to the chart; 
dialog box to remove the data from the chart. If the the placement of the data determines the technique 
data you want to remove appears in the Horizontal you use. 


(Category) Axis Labels section of the Select Data 





My worksheet contains sales for three (Series) section of the Select Data Source 


products over six months for two divisions, dialog box, click it and then click the Remove 

and the division title appears on my column button. If the spare title appears in the 

chart with no bars. How can I correct this? Horizontal (Category) Axis Labels section of 

‘w Inthe range you selected to chart, you the dialog box, reselect the data for the chart 
included a title for which you have no data. If by using the steps in this section, and do not 
the spare title appears in the Legend Entries select the titles for which you have no data. 


Change the Data Included in the Chart (continued) | 





The Select Data Source 
dialog box reopens with 
updated information. 


® Click OK. 
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Switch Rows and Columns 


on the Chart 


ou can swap the data that appears on a 

chart. Suppose you want to include six 

months’ worth of sales data for three 
products on a single column chart. You can set up 
the chart to display the product names along the 
category axis, where each bar on the chart 
represents a month. After you create the chart, you 
may find that the chart is difficult to read with so 
many bars. However, if you reorganize the chart to 
show the months along the category axis, each data 
point displays only three bars, and the chart 
becomes much easier to read. 





@ Click anywhere on the 
chart. 


@ Excel displays this 
border around the 
chart. 


@ Excel indicates that you 
have selected the chart. 


@ Click the Chart Tools 
Design tab. 


© Click Switch 
Row/Column. 


Excel swaps the rows 
and columns on the 
chart. 





How can I swap the information that 
appears on the chart and edit some 
of the axis titles? 


wv Follow the steps in this section to swap 
the data and then click the Select Data 
button to open the Select Data Source 
dialog box to make the title changes. 
Or from the Select Data Source dialog 
box, you can click the Switch Row/ 
Column button to swap the data and 
edit the titles. 


a Switch Rows and Columns on the Chart 
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Create 





a Combination Chart 





ou may find that a combination of two 

different types of charts best express the 

information you want to convey. Suppose you 
track projected and actual sales for a product. You can 
show the two data series on the same chart, but 
presenting them both as lines or columns will not 
distinguish them. You can create a combination chart 
to show the two series by using two different chart 
types. For example, you can create a combination 
chart that shows one series as a line and another as a 
column. 


Create a Combination Chart <* 


a Click the chart. 


@ Excel displays this border 
around the chart. 


@ The tabs associated with 
Chart Tools appear. 


® Click the Chart Tools 
Design tab. 


@ Click the data series you 
want to display as a 
different chart type. 


Excel displays round 
handles like these around 
all the selected data series. 


® Click Change Chart Type. 
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A combination chart can also be useful when you plot 
two data series with widely varying values. For 
example, if you plot sales and profit, the profit amount 
is typically a much smaller amount than the sales 
amount. In this case, you can use a combination chart 
to clearly distinguish the types of data series as well as 
set up a second vertical axis for the varying values. 


You can combine variations of 2-D chart types on one 
chart, but you cannot combine 3-D charts nor can you 
combine a bubble chart with any other chart type. 
You also cannot combine a 2-D chart type with a 3-D 
chart type. 
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The Change Chart 
Type dialog box opens. 


& Click the type of chart 
you want to use for the 
selected data series. 


© Select a variation of the 
chart type. 


@ Click OK. 


Excel displays the two 
data series by using 
different chart types. 


How do I set up a second 
vertical axis on a 
combination chart? 


v 


Select the chart and then 
click the Chart Tools 
Layout tab. Click the data 
series you want to display 
by using a different chart 
type and then click the 
Format Selection button. 
Excel opens the Format 
Data Series dialog box. On 
the Series Options tab, 
click the Secondary Axis 
radio button (© changes 
to @). Then, click Close 
and continue with steps 2 
to 7 in this section. Excel 
creates a chart displaying 
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two chart types and two data series marker on the 
vertical axes. chart. Then, complete 
steps 4 to 7 in this section. 


I tried to change the chart 


type for one data series, Can I display more than 

but Excel changes the two chart types in a single 

entire chart. What did Ido — chart? 

wrong? w Yes. You can assign a 

‘vw You did not select the data different chart type to each 
series that you wanted to data series that you plot 
display by using a different on the chart. However, be 
chart type before you aware that using many 
opened the Change Chart different chart types in a 
Type dialog box. Make single chart can cloud 
sure that you click the data your message instead of 
series and that handles — conveying it. Too many 
small circles — appear chart types can be a 
around all edges of each distraction. 
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Add 
a Chart Title 


ou can add a title to any chart you create. A 
good chart title helps the reader focus on the 


information you want to convey in the chart. 





Some chart layouts automatically provide a chart title, 
but you can add a chart title to any layout that does 
not automatically include one. When you add a chart 
title or select a layout that includes a chart title, Excel 
supplies generic text for the chart title. You can 
change this text to help your reader identify the 
purpose of the chart. 





CrP Tae 





You can also change the position of the chart title 
within the chart window, even if your chart is not 
embedded in your worksheet but appears on its own 
chart sheet. When you reposition a chart title, you 
drag it to a new location. You will find it easiest to not 
select the element before you reposition it; instead, 
you can select and reposition it in one step. You can 
also delete a chart title if you do not want one to 
appear on your chart. 





‘ay Click anywhere in the aa ee 


chart area to select the 
chart. 


@ Excel displays this border 
around the chart. 


@ The tabs associated with 
Chart Tools appear. 


@& Click the Layout tab. 


@ Click Chart Title to display 
chart title options. 


@ Click a chart title option. 


This example uses Above 
Chart. 


Excel adds a generic title 
to the chart and then 
selects it. 


These round handles 
indicate that the chart 
element is selected. 
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7 Chart Title 


© Click in the box 
containing the chart 
title. 


@ Excel displays an 
insertion point in 
the box. 


© Delete any title text 
you do not need. 


@ Type text for the chart 
title. 


© Click outside the title 
chart element. 


@ Excel displays the title 
on your chart. 
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. What is the difference between the 
Centered Overlay Title option and the 
Above Chart option? 


w If you choose Above Chart, Excel adds the 
title to the chart and then resizes and 


repositions the chart information to 


accommodate the chart title in the chart 
area window. If you choose Centered 
Overlay Title, Excel floats the title on the 


Can I place the title in a different location 


in the chart window? 


w Yes. Click a white space in the chart 


window, but do not click the chart title 
element. Then, move the mouse pointer 


over the chart title element and make sure 


chart and does not resize or reposition chart 


information. If you use this option, it is 
possible that the title will appear on top of 
chart information. You can manually resize 
the chart window to solve this problem. 


that you see the tool tip “Chart Title” 
(ls changes to ++). Click and drag the title 
to the new location. 


Can I select a cell containing the title text 
| want Excel to use? 


w No. But you can add free-form text to your 


chart by adding a text box. Click the Layout 
tab and then click Text Box. Move the 
mouse pointer into the chart where you 
want the upper-left corner of the box to 
appear. Then, drag down and to the right. 
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Format the 
Chart Title 


ou can add a variety of formatting to a chart 

title to improve its appearance or call attention 

to it. You can fill the space occupied by the 
chart title with a background color that is solid or a 
gradient of colors. You can also add a picture or 
texture fill to the background area of the chart title 
element. 





You can add a border to the chart title element. When 
you add a border, you add a line that delineates the 

space occupied by the chart title; the line can be solid 
or composed of any of several varieties of dashes. You 


Format the Chart Title 





can control the width of the line and the way the line 
wraps around the corners of the chart title element’s 
space. You can also add a shadow to the chart title 
element or select a 3-D format. 


In addition to controlling the border and space within 
the chart title element, you can control the way Excel 
displays the chart title text within the element’s space. 
For example, you can align the chart title text with the 
top, middle, or bottom of the box, and you can center 
the text vertically within any of these alignments. 
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The Format Chart Title dialog box 
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Add a Border Color 


@ Click Border Color. 


@ Click a line style 
(© changes to @). 


This example uses Solid 
line. 


Border Styles 
Vito 

Gloet and Soft Cages 
3-D Format 


Agvet 
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Can I make the border line thicker? 


w Yes. Click Border Styles on the left side of 
the Format Chart Title dialog box and then 
select a width. The example uses a width of 
two points. You can also set the line style to 
a single line or select from a variety of 
compound line types that combine two or 
three lines, some of different thicknesses. 
You can also select a solid line or one of 
several dashed variations. 


How do I set a 3-D format? 


wv Follow steps 1 to 4 in the subsection “Add a 
Fill.” Then, click 3-D Format in the list on 
the left. Select a top bevel, a bottom bevel, 
or both and then set the appropriate width 
and height. 


How do | align the chart title text? 


wv Follow steps 1 to 4 in the subsection “Add a 
Fill.” Then, click Alignment in the list on the 
left. You can select a vertical alignment for 
the text as well as set the text direction. The 
default text direction is horizontal, but you 
can rotate text to any angle or display text 
stacked from top to bottom, which works 
well if you position the chart title down one 
side of the chart. 


How do | eliminate a border line? 

‘w Select the border line that you want to 
hide. In the Format Chart Title dialog box, 
click Border Color. On the right side of the 
dialog box, click the No line radio button 


(© changes to @). 
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Display the 





Horizontal Axis Title 


ou can add a title to the horizontal axis of a 
chart. A good axis title helps the reader 
understand the information you want to 


convey in the chart. Some chart layouts automatically 


provide a horizontal axis title, but you can add a 
horizontal axis title to any layout that does not 


automatically include one. When you add a horizontal 


axis title or select a layout that includes a horizontal 
axis title, Excel supplies generic text to represent the 
title. You can change this generic text to help your 

reader identify the purpose of the horizontal axis on 


the chart. 


Display the Horizontal Axis Title 


You can also change the position of the horizontal axis 
title within the chart window, even if your chart is not 
embedded in your worksheet but appears on its own 
chart sheet. When you reposition a horizontal axis 
title, you drag it to a new location. You will find it 
easiest to not select the element before you reposition 
it; instead, you can select and reposition it in one step. 
You can also delete a horizontal axis title if you do not 
want it to appear on your chart. 





@ Click anywhere in the 
chart area to select the 
chart. 


@ The tabs associated with 
Chart Tools appear. 


® Click the Layout tab. 


eo) Click Axis Titles to display 
title options. 


® Click Primary Horizontal 
Axis Title. 


© Click Title Below Axis. 


@ Excel adds a generic axis 
title and selects it. 


These round handles at 
each corner of the chart 
element indicate that the 
chart element is selected. 
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© Click in the box 
containing the axis title 
and then delete any 
text you do not need. 


Excel displays an 
insertion point in 
the box. 


iz Type text for the axis 
title. 


8) Click outside the axis 
title element. 


@ Excel displays the axis 
title on your chart. 
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| Can I place the title in a different location 
in the chart window? 


w Yes. But you should leave it near the 
horizontal axis. Click a white space area in 
the chart window, but do not click the 
horizontal axis title element. Then, move 
the mouse pointer over the horizontal axis 
title element and make sure that you see 
the tool tip Horizontal (Category) Axis Title 
(ls changes to +). Click and drag the title 
to the new location. 


Can I select a cell containing the axis title 
text I want Excel to use? 


w No. You must change the generic title text 
Axis Title. Complete the steps in this section 
to add the horizontal axis and then change 
its generic text. 


Can I make the horizontal axis title font 

larger? 

w Yes. Click the horizontal axis title chart 
element. Then, click the Home tab and click 
the drop-down arrow ([-]) beside the Font 
Size menu. Select a different font size from 
the list. You can also change the font by 
using the same technique, but click the 
drop-down arrow ([=]) beside the Font 
menu instead. 


How do I delete a horizontal axis title? 


= 


wv Follow steps 1 to 4, and in step 5, select 
None. You can also select the horizontal 
axis title and then press Delete. 


359 


Format the 





Horizontal Axis Title 


ou can add a variety of formatting to the 

horizontal axis title to improve its appearance 

or call attention to it. You can fill the space 
occupied by the title with a background color that is 
solid or a gradient of colors. 





You can add a border to the horizontal axis title 
element. When you add a border, you add a line that 
delineates the space occupied by the horizontal axis 
title; the line can be solid or composed of any of 
several varieties of dashes. You can control the width 
of the line and the way the line wraps around the 





corners of the horizontal axis title element’s space. You 
can also add a shadow to the horizontal axis title 
element or select a 3-D format. 


In addition to controlling the border and space within 
the horizontal axis title element, you can control the 
way Excel displays the horizontal axis title text within 
the element’s space. For example, you can align the 
text with the top, middle, or bottom of the horizontal 
axis title box, and you can center the text vertically 
within any of these alignments. 








Add a Border Color 
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© Click Axis Titles. 
® Click Primary Horizontal rc 


Axis Title. i 

© Click More Primary ; 
Horizontal Axis Title x 
Options. 





pies te St Bo 


The Format Axis Title dialog 
box opens. 


@ You can use these formats on 
the axis title. 


6 Click Border Color. 


@ Click the Solid line radio 
button (© changes to @). 


@ Click here (FJ) to choose a 
color from the color palette. 
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Set a Border Style 


@ Click Border Styles. 
Q Choose a line width. 


® Click here (FJ) to 


choose a compound 
type. 


@) Click here (FJ) to 


choose a dash type. 


@ Using Live Preview, 
Excel displays your 
choices. 


© Click Close to save your 
selections. 
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| Under Border Color options, what does 


the Transparency option do? 


w The Transparency option is most effective 
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What options are available when | click 


Fill? 


Vv 


when you initially select a dark color. You 
can use the Transparency option to lighten 
the effect you select. If you apply a fill color, 
you can also set the Transparency option to 
lighten the fill effect, making the title easier 
to read. 


Can I set a border style without selecting 
a border color? 


w Yes. On the Border Color tab, you must 


choose Solid line for the options on the 
Border Styles tab to become available. 


You can apply a solid fill, a gradient fill, or a 
texture fill to the background area of the 
horizontal axis title. If you choose to apply a 
solid or gradient fill, you select a color and 
a transparency; for the gradient fill, you can 
also set features such as the type, direction, 
and angle of the gradient. 


Under Border Styles, what does the Cap 
type option control? 


w The Cap type option controls the 


appearance of the border as it goes around 
a corner. You can set the cap type to 
Square, Round, or Flat. 
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Display the 





Vertical Axis Title 


ou can add a title to the vertical axis of a 
chart. A good axis title helps the reader 
understand the information you want to 
convey in the chart. 





Some chart layouts automatically provide a vertical 
axis title, but you can add a vertical axis title to any 
layout that does not automatically include one. When 
you add a vertical axis title or select a layout that 
includes a vertical axis title, Excel supplies generic text 
to represent the title. You can change this generic text 
to help your reader identify the purpose of the vertical 
axis on the chart. 


Display the Vertical Axis Title 


You can also change the position of the vertical axis 
title within the chart window, even if your chart is not 
embedded in your worksheet but appears on its own 
chart sheet. When you reposition a vertical axis title, 
you drag it to a new location. You will find it easiest to 
not select the element before you reposition it; 
instead, you can select and reposition it in one step. 


You can also delete a vertical axis title if you do not 
want it to appear on your chart. 





@ Click anywhere in the 
chart area to select the 
chart. 


@ The tabs associated with 
Chart Tools appear. 


® Click the Layout tab. 


eo) Click Axis Titles to display 
title options. 


® Click Primary Vertical Axis 
Title. 


Q Click Vertical Title. 


Sodpets 


@ Excel adds a generic 
vertical axis title and 
selects the chart element. 
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© Click in the box 
containing the axis title. 


Excel displays an insertion 
point in the box. 


@ Delete any text you do 
not need, and type title 
text for the vertical axis. 


© Click outside the axis title 
element. 


Excel displays the axis title 
on your chart. 





The vertical axis title is too 
close to the vertical axis 
scale. Can I move it? 


w Yes. But you should leave it 
near the vertical axis. Click 
a white space in the chart 
window, but do not click 
the vertical axis title 
element. Then, move the 
mouse pointer over the 
vertical axis title element 
and make sure that you see 
the tool tip Vertical 
(Category) Axis Title 
(ls changes to ++). Click 
and drag the title to the 
new location. 
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I like the position of the 
vertical axis title, but the 
chart is too far over to the 
left. How can I separate 
them? 


‘w You can move the plot area 
instead of moving the 
vertical axis. Click a white 
space in the chart window 
to avoid selecting any chart 
elements. Then, move the 
mouse pointer to the 
bottom of the chart 
window between the 
horizontal axis title and the 
labels on the horizontal 
axis. When you see the tool 
tip Plot Area, click and drag 
(ls changes to +). 














What happens when | 
select the Rotated Title 
option in step 5? 

w Excel adds a vertical axis 
title that contains text that 
appears rotated 90° 
counterclockwise. 


How do I delete a vertical 
axis title? 


wv Follow steps 1 to 4, and in 
step 5, select None. You 
can also select the vertical 
axis title and then press 
Delete. 
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Format the 





Vertical Axis Title 


ou can add a variety of formatting to the 
vertical axis title to improve its appearance or 
call attention to it. You can fill the space 
occupied by the title with a solid background color, a 
gradient of colors, or a texture. 





You can also add a border to the vertical axis title 
element. When you add a border, you add a line that 
delineates the space occupied by the vertical axis title; 
the line can be a solid or composed of any of several 
varieties of dashes. You can control the width of the 
line and the way the line wraps around the corners of 


Format the Vertical Axis Title 


the vertical axis title element’s space. You can also add 
a shadow to the vertical axis title element or select a 
3-D format. 


In addition to controlling the border and space within 
the vertical axis title element, you can control the way 
Excel displays the vertical axis title text within the 
element’s space. For example, you can align the text 
with the top, middle, or bottom of the vertical axis 
title box, and you can center the text vertically within 
any of these alignments. 





Add a Solid Fill 


@ Click the axis title. 


@ The tabs associated with Chart 
Tools appear. 


®) Click the Layout tab. 
© Click Axis Titles. 
® Click Primary Vertical Axis Title. 


© Click More Primary Vertical Axis 
Title Options. 


The Format Axis Title dialog box 
opens. 


@ You can add these formats to 
the axis title. 





© Click Fill. coe 
@ Click the Solid fill radio button ; 
(© changes to @). f | 
@ Click here ([)) to display a color : : 
palette and then choose a color. . |B 





Using Live Preview, Excel 
displays your choices. 
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Add a Shadow | . 
@ Click Shadow. 


@ Click here (J) to open 
the Presets menu. 


‘Total Gales 5 469 4 


We ee 


250 


@ Excel displays a gallery 
of shadow choices. 


@ Select a preset shadow. 
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@ Excel displays the 
preset you selected. 


You can use these 
options to control the 
appearance of the 
shadow. 


Bea Se de a il 


® Click Close to save your 
selections. 
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What does the Blur option do to the 
shadow? 


w The Blur option controls how distinct or 
fuzzy the edges of the shadow appear. A 
blur of 0 points results in a shadow with 
completely distinct edges. The higher the 
point value you set for the blur, the fuzzier 
the edges of the shadow become. Typically, 
you want the blur to be at least 6 points. 


When setting a shadow, what does the 
Transparency option do? 


w You can use the Transparency option to 
control how dark the shadow appears. The 
lower the Transparency number, the darker 
the shadow appears. 
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What does the Distance option control on 
a shadow? 


w The Distance option controls how far away 
from the chart element the shadow 
appears. If you set the distance to 0 points, 
the shadow appears to be attached to the 
chart element. However, if you set the 
distance to 6 points, the shadow appears to 
be slightly disconnected from the chart 
element. 


Can I set the shadow size to a value larger 
than 100%? 


w Yes. Excel displays a larger shadow on the 
chart element. If you select a large enough 
percentage, the shadow may seem to 
disappear off the edge of the chart. 
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Reposition or Hide 
the Chart Legend 


ou can move the chart legend to a new 
location or you can hide it altogether. The 
chart legend displays color-coding that helps 
you identify the various data series that appear on the 
chart so you know which numbers apply to each data 
series. The legend makes reading and understanding 
the chart much easier. 





On a column or bar chart, the color-coding of the 
legend helps you determine which color bar 
represents each data series. On a pie chart, the color- 
coding of the legend helps you identify each piece of 
the pie. 


Reposition or Hide the Chart Legend 


Most of the chart layouts you apply contain a legend 
automatically. You can move the legend to a different 
location on the chart or, if you feel the legend is 
distracting or extraneous, you can hide the legend. If 
you hide the legend and later change your mind, you 
can add the legend back to the chart. 


Conversely, if you choose a chart layout that does not 
contain a legend, you can add a legend to the chart. 
You can also increase the space allotted to the legend 
on the chart. 





Reposition the Legend 


@ Click the chart. 
@ The tabs associated with 
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Hide the Legend 


@ Click the chart. 


@ The tabs associated 
with Chart Tools 
appear. 


@) Click the Layout tab. 
@ Click Legend. 
® Click None. 


The legend does not 
appear on the chart. 
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What happens if | click 
More Legend Options? 


w The Format Legend dialog 
box opens. From this 
dialog box, you can select 
a legend position as well as 
set fill, border color, border 
styles, and shadow options 
for the legend. For 
example, you can display a 
solid line around the 
legend border and then 
select a color for the line. 
Using Border Styles 
options, you can select a 
line width and type. 


How do | change the space 
allotted to the legend? 


—— 


Vv 


Click the legend. Then, 
move the mouse pointer 
over any of the eight 
handles that surround the 
legend (++ changes to =, 
I, or #). Drag the handle 
outward to increase the 
space allotted to the 
legend. Drag the handle 
inward to decrease the 
legend’s space. 


Why would I want to hide 
the legend? 


w You might want to hide 
the legend if you choose to 
display data labels that 
identify the data series. In 
this case, the legend would 
then contain extraneous 
information and become a 
distraction rather than a 
useful and helpful part of 
the chart. For more on 
data labels, see the section 
“Show Data Labels.” 
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Show 


ou can use data labels to add information to 


Data Labels 
the chart that might not otherwise appear. By 


¥Y te when you display data labels, Excel 


displays the value associated with each data series. 
However, you can change the information that is 
displayed by the data label. 





For example, you can display the data series name as a 
data label; when you display the data series name, you 
typically do not need a chart legend, so you can hide 
the legend. For more on hiding the legend, see the 
section “Reposition or Hide the Chart Legend.” 


| Show Data Labels . 


Display Data Labels 


a) Click the chart. 


@ The tabs associated with 
Chart Tools appear. 


@ Click the Layout tab. 
© Click Data Labels. 


® Click a position for the 
data labels. 


Note: This example centers 
data labels. 


@ Excel displays data labels 
on the chart. 
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On a pie chart, you can display each pie slice’s 
percentage of the whole pie. You can also display 
more than one data series label simultaneously. For 
example, on a pie chart, you could display both the 
percentage and the category name for each slice. 


By default, Excel does not display data labels when 
you initially create your chart because adding data 
labels can often make a chart appear crowded; in 
some cases, you might not be able to read the 
information on the chart because of the data labels. 
Data labels are generally not helpful on charts 
containing multiple data series. 
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Setting Data Label 
Options 


a) Click the chart. 


@ The tabs associated 
with Chart Tools 
appear. 


® Click the Layout tab. 
@ Click Data Labels. 


® Click More Data Label 
Options. 


The Format Data Labels 
dialog box opens. 


@ You can click these 
options to select the 
data to display. 


You can click these 
options to position the 
data labels. 


Using Live Preview, 
Excel displays the result 
of your choices. 


® Click Close. 
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“How dol ide data labels? 


‘Ww Repeat the steps in the 


subsection “Display Data 
Labels,” and in step 4, click 
None. Excel hides the data 
labels. If your data labels 
contain series information 
and you also hide the 
legend, you might want to 
redisplay it so readers can 
more easily understand the 
chart. 


My column chart contains 
bars for sales of three 
products over six months, 


and the data labels overlap. 


Is there anything I can do? 


w Data labels do not usually 
work well when your chart 
presents a lot of 
information. Try placing 
the chart in a chart sheet, 
where Excel allocates more 
space to it. If the data 
labels still do not seem 
legible, consider using a 
data table instead of data 
labels; see the section 
“Show the Data Table.” 


Excel only seems to format 
the data labels for the first 
series on my column chart. 
How do | format data 
labels for the second 


series? 
w When your chart contains 
only one data series — like 


pie charts do — you do 
not need to worry about 
selecting a data series to 
format. However, when 
your chart contains more 
than one data series, you 
need to select the data 
series you want to format 
by clicking it in the chart. 
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Show the 
Data Table 


s part of most charts, you can display a table 

that contains the data points used in the 

chart. The data table is useful if you want to 
present both the chart and its underlying data to the 
reader without printing the raw data in the worksheet. 
Displaying the data table can be particularly useful if 
you place your chart in a chart sheet because you can 
then print both the chart and the data it uses on a 
single page. 
One of the data table options enables you to include 
legend information in the data table. When you 
choose this format for the data table, you do not need 


Show the Data Table | 


Display the Data Table 


a) Click the chart. 


@ The tabs associated with 
Chart Tools appear. 


@ Click the Layout tab. 
© Click Data Table. 
® Click a data table style. 


@ Excel displays the data 
table at the bottom of the 
chart. 











a chart legend, so you can hide it. For more on hiding 
the legend, see the section “Reposition or Hide the 
Chart Legend.” Data tables are not available on pie 
charts because you can easily display data values on 
pie slices using data labels; for more, see the section 
“Show Data Labels.” 


You can control the appearance of the lines in a data 
table by formatting the data table. By default, the 
table shows horizontal, vertical, and outside lines, but 
you can choose which lines to display. 








Format the Data Table 


@ Click the chart. 


@ The tabs associated 
with Chart Tools 
appear. 


@) Click the Layout tab. 
@ Click Data Table. 


® Click More Data Table 
Options. 


The Format Data Table 
dialog box opens. 


@ You can click these 
options to select the 
lines to display in the 
table. 


Using Live Preview, 
Excel displays the result 
of your choices. 


8 Click Close. 
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What is the difference 
between the two formats 
for the data table? 


‘Ww One option displays just the 
data table without any 
legend information. The 
other — the one used in 
this example — also adds 
legend colors to the data 
table. When you choose 
the second format, you 
really do not need to 
display a legend. Hiding the 
legend in this case makes 
the chart less complicated. 
See the section “Reposition 
or Hide the Chart Legend.” 


How do I remove a data 
table if | decide that I do 
not want to include it? 


wv Follow steps 1 to 3 in the 
subsection “Display the 
Data Table.” In step 4, 
choose None. Excel 
removes the data table and 
enlarges other chart 
information to redistribute 
the chart proportionately 
within the chart window. 


Can I fill the table cells in 
the data table with a 
background color? 


w When you fill the data 
table, Excel fills just the 
area where the data points 
appear, so it does not look 
like you are filling the 
background of the table 
cells. However, if you fill 
the plot area, Excel displays 
a background color for the 
plot area, including the 
data table. 
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Format the 
Plot Area 


ou can format the plot area, which is the 
background area behind a chart, to improve 
its appearance or call attention to it. For 
example, you can fill the plot area with a solid color, a 
gradient color that changes over the background area, 
or a texture. 





You can also display a border line around the plot 
area. When you add a border to the plot area, you 
add a line that delineates the space occupied by the 
plot area. The line can be solid or composed of several 


Format the Plot Area . 


@ Click the chart. 


@ The tabs associated with 
Chart Tools appear. 


® Click the Layout tab. 


© Click here ()). 
® Click Plot Area. 


@ Excel selects the plot area. 


8 Click Format Selection. 
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varieties of dashes. You can control the color and 
width of the line and the way the line wraps around 
the corners of the plot area element's space. 


Some formatting settings are available only if you 
select other formatting options. For example, if you 
set a fill color for the plot area or display a border line 
around the plot area, you can also set a shadow for 
the plot area and control several shadow factors, 
including its size and angle. If you set a fill color, you 
can also select 3-D formatting options that apply a 
bevel of your choice to the edge of the plot area. 
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The Format Plot Area dialog 
box opens. 


6 Click a type of formatting. 
Note: This example uses a fill. 


@ Click options for the 
formatting type. 


@ Click Close. 


© Click anywhere outside the 
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Can I change the size of 
the plot area? 


Can I change the location 
of the plot area? 


wv Yes. Select the plot areaby ‘YW Yes. Select the plot area by 


following steps 1 to 4 in 
this section. Then, move 
the mouse pointer over 
one of the eight handles 
that identify the plot area 
(+ changes to «>, f, 

or “). Drag away from the 
chart center to enlarge the 
plot area or toward the 
chart center to reduce the 
plot area. 


following steps 1 to 4 in 
this section. Then, move 
the mouse pointer over the 
edge of the plot area until 
you see the Plot Area 
screen tip. Click and drag 
the plot area to a new 
location. You can resize 
and move a chart’s plot 
area to make room for 
additional information, 
such as a shape, on the 
chart. For more on shapes, 
see Chapter 20. 


Is there an easy way to 
remove plot area 
formatting? 


w Yes. Select the plot area by 
following steps 1 to 4 in 
this section. Then, click the 
Reset to Match Style 
button, which appears just 
below the list you use in 
step 3. Excel removes any 
formatting you applied to 
the plot area. 
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Format the Chart Walls 


of a 3-D Chart 


ou can format the walls of most 3-D charts to 

improve the chart’s appearance or to call 

attention to the walls. Walls are not available 
on all 3-D charts; you will not find walls on pie charts, 
but you will find them on line, column, and bar 
charts. Line, column, and bar charts have two walls: a 
back wall and a side wall. Chart walls appear behind 
or to the side of the lines or bars on the chart, and 
they delineate the area in which you see gridlines. 
When you format the chart walls, Excel formats both 
the side wall and the back wall simultaneously. 





Format the Chart Walls of a 3-D Chart 


You can fill the chart wall area with a solid color, a 
gradient color that changes over the background area, 
or a texture. You can also display a border line around 
the chart walls. When you add a border to the chart 
walls, you add a line that delineates the space 
occupied by the chart walls. The line can be solid, and 
you can control the color and width of the line. You 
can also control the rotational appearance of the chart 
by changing the chart scale settings, as shown in this 
example. 





@ Click the chart. 


@ The tabs associated with 
Chart Tools appear. 


& Click the Layout tab. 


© Click here (F)). 
@ Click Walls. 


@ Excel selects the chart 
walls. 


@® Click Chart Wall. 
© Click More Walls Options. 
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The Format Walls 
dialog box opens. 


& Click a type of 
formatting. 


Note: This section changes 
3-D Rotation settings. 


@ Click the Right Angle 
Axes check box 


([M] changes to [L1)). 
© Click Close. 


Excel applies the 
formatting you selected 
to the chart walls. 
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‘Can I format only one chart 
wall? 


Yes. Suppose you want to 
add a fill to the side wall 
only. Select Side Wall from 
the list shown in step 3. 
Then, click the Format 
Selection button below the 
list of chart elements on 
the Layout tab. Excel 
opens the Format Wall 
dialog box. Any settings 
you make in this dialog 
box affect only the selected 
wall. 


Can I remove formatting 
that | applied to both walls 
from only one wall? 


w Yes. Suppose that after 
applying a fill to both 
walls, you decide that you 
want the fill only on the 
side wall. Select Back Wall 
from the list shown in step 
3. Click the Format 
Selection button below the 
list of chart elements. 
Under Fill options, click 
the No Fill radio button 
(© changes to @). Excel 
removes the fill from the 
back wall but retains the fill 
on the side wall. 
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What happens when I click 
None on the list that 
appears when I click Chart 
Wall? 


Vv 


Excel removes any 
formatting you applied to 
both the side wall and the 
back wall of the chart. 


When I click Chart Wall, 
what does the Show Chart 


Wa 


Il command that 


appears on the menu do? 


Vv 


When you click Show 
Chart Wall, Excel displays 
the chart wall by using the 
default color, which is 
usually white. 
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Format the Chart Floor 


of a 3-D Chart 


ou can format the floor of most 3-D charts to 

improve the chart’s appearance or to call 

attention to the floor. A chart floor is not 
available on all 3-D charts; you will not find a chart 
floor on a pie chart, but you will find a chart floor on a 


line, column, or bar chart. The chart floor appears 
under the lines or bars on the chart. 





You can fill the chart floor area with a solid color, a 
gradient color that changes over the background area, 
or a texture. You can also display a border line around 


Format the Chart Floor of a 3-D Chart 





@ Click the chart. 


@ The tabs associated with 
Chart Tools appear. 


& Click the Layout tab. 


® Click here ([=)). 
4) Click Floor. 


@ Excel selects the chart 
floor. 


& Click Chart Floor. 
© Click More Floor Options. 
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the chart floor. When you add a border to the chart 
floor, you add a line that delineates the space 
occupied by the chart floor. The line can be solid, and 
you can control the color and width of the line. 


You can control the appearance of the floor’s surface 
by applying a special effect. You can also control the 
translucency of the chart floor. You can control the 
depth of the chart floor by changing the chart scale 
settings, as shown in this example. 
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The Format Floor 
dialog box opens. 


7) Click a type of 
formatting. 


Note: This section changes 
the depth of the floor by 
using a 3-D Rotation setting. 


© Type a number 
between 0 and 2000. 


© Click Close. 


Excel changes the 
depth of the chart 
floor. 


Is there a faster way to 
select the chart floor? 


w Yes. You can click 
anywhere in the chart 


window to select the chart 
and display the Chart Tools 
tabs. Then, click the Layout 
tab and perform steps 5 
and 6. Excel opens the 
Format Floor dialog box 
and simultaneously selects 
the chart floor. This 
technique works even if 
you accidentally select a 
different chart element 
when you select the chart 
to display the Chart Tools 
tabs. 
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What does the Presets 
button do? 


v 


Excel provides some 
built-in rotation or 
perspective effects and 
displays them when you 
click the Presets button. 
However, these built-in 
preset options are not 
available for charts; you 
can apply these preset 
rotation and perspective 
options to shapes. For 
more on shapes, see 
Chapter 20. 
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Can I fill in the color of the 
floor? 


vw Yes. Complete steps 1 to 6 
in this section. For step 7, 
select Fill. For step 8, click 
the Solid fill, Gradient fill, 
or Picture or texture fill 
radio button (© changes 
to @). Depending on the 
option you select, you can 
now provide additional 
information about colors or 
select a texture or image 
file to display on the chart 
floor. 
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Change the Rotation 


of a 3-D Chart 


ou can change the rotation of any 3-D chart 
to add visual interest to the chart. Changing 
the rotation of a 3-D chart can increase or 
decrease the sense of depth the viewer perceives when 
viewing the chart. 





When you change the rotation of a chart, you can 
adjust the X axis, the Y axis, and, if your chart contains 
one, the Z axis. Changing the X-axis value turns 

the chart sideways. Increasing the X-axis value turns 
the chart clockwise; decreasing the X-axis value 

turns the chart counterclockwise. 


Change the Rotation of a 3-D Chart 


Changing the Y-axis and Z-axis values flips the chart 
from top to bottom. Increasing the Y-axis and Z-axis 
values rotates the chart forward, and decreasing these 
values rotates the chart backward. 


You can also adjust the perspective of a 3-D chart. 
Adjusting the perspective of a chart is similar to 
adjusting the field of vision while using a camera. 
When you set the perspective of your chart to its 
highest value, your chart looks like you are viewing it 
through a wide-angle camera lens. The example in 
this section adjusts the rotation of a pie chart. 





@ Click the chart. 


@ The tabs associated with 
Chart Tools appear. 


& Click the Layout tab. 
@ Click 3-D Rotation. 


The Format Chart Area 
dialog box opens, 
showing 3-D Rotation 
options. 


® Type a value between 0 
and, 359.9: 


Note: The pie rotates clockwise 
as the numbers get larger. 
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& Type a value between 
0 and 90. 


Note: The pie rotates down 
as the numbers get larger. 


© Click Close. 


Excel displays the new 
rotation settings. 
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“What happens if | click the 


Right Angle Axes option? 
w If you are working with a 


pie chart, this check box 
has no effect. If you are 
working with a bar or 
column chart and you click 
this option (|l@] changes 

to |4])), Excel no longer 
displays the axes at right 
angles. You enter a value 
between 0 and 2000 in the 
Depth (% of base) field to 
control the depth of the 
axes, regardless of whether 
you display the axes at 
right angles. 


What does the Autoscale 
option control? 


w While the Autoscale check 


box is selected, you can 
control only the depth of 
the chart. If you click the 
Autoscale check box 

({-] changes to |W), you 
can control both the depth 
and the height of your 
chart. You can enter a 
value between 0 and 2000 
for the chart’s depth and a 
value between 5 and 500 
for the chart’s height. 


In my 3-D column chart, 
the data series in front is 
blocking the data series in 
back. How can I fix this? 


w Rotation is not the answer 


in this case. You need to 
change the order of the 
data series. Click the 
Design tab, and in the Data 
group, click the Select 
Data button. In the Select 
Data Source dialog box 
that opens, click one of the 
elements on the left side of 
the dialog box and then 
use [« or|¥ to change its 
position. 
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Set Axis 
Options 


sing Axis options, you can control the 

appearance of the axes on a chart. Pie and 

doughnut charts have no axes, so this 
section does not apply to those types of charts. All 2-D 
charts have at least two axes and might have three or 
four axes if you use secondary vertical and horizontal 
axes. Three-dimensional charts have at least two axes, 
and if the chart truly measures three sets of values, a 
3-D chart has three axes. 


When you format axes, the options available depend 
on whether you select a vertical or a horizontal axis. 
For example, by default, Excel sets the minimum and 


Set Axis Options 





maximum values and the intervals between them on 
the vertical axis by using the chart’s data, but you can 
override the values and set your own. On the 
horizontal axis, you can adjust the interval between 
labels to make Excel skip some labels. 


You can also add major and minor tick marks to any 
axis to help the reader line up the axis values. When 
you add tick marks, you can control their placement; 
you can display the tick marks inside the axis, outside 
the axis, or across the axis. 





@ Click the chart. 


@ The tabs associated with 
Chart Tools appear. 


® Click the Layout tab. 


® Click here (F)). 


® Click Horizontal 
(Category) Axis. 


© Click Format Selection. 


The Format Axis dialog 
box opens. 


© Click a type of formatting. 


Note: This section adjusts axis 
options. 


@ Click here (—)) to choose 
a type of major tick marks. 


@ Excel adds major tick 
marks to the horizontal 
axis. 











Sales - January to June 


@ Click here ([=)). 
© Click Vertical (Value) Axis. 


Excel selects the vertical 
axis and changes the Axis 
options available in the 
Format Axis dialog box. 


@) Click here ([-J) to choose 
a type of major tick 
marks. 


@ Click Close. 


Excel includes major tick 
marks on the vertical axis. 






‘What do the Axis Type 
options for a horizontal 
axis do? 


w By default, Excel sets up 
the horizontal axis based 
on the data you select for 
your chart. Excel 
automatically recognizes 
dates and times if you 
include them in your chart 
and sets up intervals of 
equal duration for the 
dates or times. You can 
override this behavior by 
using the Axis Type 
options. You can force 
Excel to create a text- or 
date-based category axis. 


Changing Chart Layout Details 
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My vertical axis uses very 
large numbers. Is there a 
way to display smaller 
numbers but not lose the 
meaning of my chart? 


w Yes. Select the vertical axis 
and then click Format 
Selection to open the 
Format Axis dialog box. 
Click [-] beside Display units 
to choose an appropriate 
value. For example, if you 
select Hundreds, Excel 
divides the vertical axis 
numbers by 100 and then 
displays the word Hundreds 
beside the axis. 





When would I adjust the 
scale of the vertical axis? 


wv Adjusting the scale of the 
vertical axis can have a 
dramatic visual effect and 
possibly make the chart 
unintentionally present a 
false picture of the data. 
Suppose your data ranges 
from 7,400 to 9,600 over 
several months. If you use 
values on the vertical scale 
of 0 to 10,000, the 
changes over time seem 
minor. However, if you use 
values of 7,000 to 10,000, 
the changes seem much 
more dramatic. 
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Change Horizontal 
and Vertical Gridlines 


ou can add or remove both horizontal and 
vertical gridlines on a chart. Gridlines help the 
person reading the chart match up 


information on the axes with bars or lines in the chart. 
Essentially, gridlines can make reading the chart easier. 


Gridlines are not a requirement, but Excel includes 
horizontal gridlines on most charts by default. 
Gridlines are an extension of the marks on each axis 
that correspond to axis labels. Horizontal gridlines help 
the reader line up the values on the vertical axis with 
the data points in the chart to determine the 
numerical value of the data points. 


Sometimes, horizontal gridlines alone are sufficient, 
but some charts — typically XY charts — can benefit if 
they display vertical gridlines as well as horizontal 
gridlines. Gridlines are not available for pie charts or 
doughnut charts. 


When you display gridlines, you can choose to display 
major gridlines, minor gridlines, or both. Major 
gridlines correspond to each value listed on the 
vertical axis or each item listed on the horizontal axis. 
Minor gridlines appear between major gridlines and 
help further clarify amounts as they relate to data 
points on the chart. 





Change Horizontal 
Gridlines 


a Click the chart. 


@ The tabs associated with 
Chart Tools appear. 


@ Click the Layout tab. 
© Click Gridlines. 


® Click Primary Horizontal 
Gridlines. 


& Click the type of gridlines 
to display. 


Excel displays the type of 
horizontal gridlines you 
selected. 


Note: This example displays 
major and minor gridlines. 9 
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Change Vertical 
Gridlines 


qa Click the chart. 


@ The tabs associated 
with Chart Tools 
appear. 


® Click the Layout tab. 
© Click Gridlines. 


® Click Primary Vertical 
Gridlines. 


© Click the type of 
gridlines to display. 


Excel displays the type 
of vertical gridlines you 
selected. 


Note: This example displays 
major gridlines. 


How do I know when to use 

gridlines? 

w Using gridlines is a matter 
of personal preference. If 
you believe that adding 
gridlines will help a reader 
understand the information 
on your chart, use 
gridlines. However, be 
careful because adding 
gridlines can make your 
chart more difficult for a 
reader to follow if it 
contains many data points 
and becomes cluttered. 


Changing Chart Layout Details / 
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Can I change the color of 

gridlines? 

w Yes. Click a gridline to 
select all the gridlines. 
Then, click the Layout tab. 
On the Ribbon, click 
Gridlines and then click 
Primary Horizontal 
Gridlines or Primary 
Vertical Gridlines, as 
appropriate. Click the last 
command on the menu to 
display the Format 
Gridlines dialog box. Click 
Line Color on the left, click 
either the Solid line or 
Gradient line radio button 
(© changes to @), and 
then select a color. 





Can I change the style of 
gridlines? 


w Yes. Click a gridline to 


select all the gridlines. 
Then, click the Layout tab. 
On the Ribbon, click 
Gridlines and then click 
Primary Horizontal 
Gridlines or Primary 
Vertical Gridlines, as 
appropriate. Click the last 
command on the menu to 
display the Format 
Gridlines dialog box. Click 
Line Style on the left. You 
can change the gridline’s 
width and dash type. 
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Add 


a Trendline 


hen you chart information over time, you 

may want to add a trendline to the chart 

to point out the general movement of the 
chart’s data. A trendline may help the reader predict 

future data. 





Trendlines are available only for charts that can show 
trends, such as 2-D line, column, or bar charts. 
Trendlines are not available for pie, radar, surface, 
doughnut, 2-D stacked, or 3-D charts. 


Suppose your XY chart plots points based on height 
and weight combinations. Presumably, your data show 
that as height increases, weight also increases. You can 
add a trendline to help show the relationship between 
height and weight. 


Add a Trendline . 


Add a Trendline 
















Trendlines can be used in regression analysis to predict 
future values based on existing data points. You can 
add six different types of trendlines to a chart: 
exponential, linear, logarithmic, polynomial, power, 
and moving average. The information you chart 
determines the type of trendline that you should use. 


When you add a trendline, Excel calculates its 
R-squared value, which is a number between 0 and 1 
that identifies how closely the estimated values for the 
trendline correspond to your data points. When the 
R-squared value is at or near 1, the trendline is most 
reliable. 
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How do | select a trendline type? 


Ww The data you chart drives the decision. The 
linear trendline is a straight line, while the 
exponential, logarithmic, polynomial, and 
power trendlines are all curved lines, and 
the moving average trendline smooths out 
widely varied data points. The trendline you 
choose should match your data; watch the 
R-squared values to help assess the reliability 
of the trendline. 


How can I determine the R-squared value? 


w You can display it on the chart. In the 
Format Trendline dialog box, click the 
lay R- Sehevce value on chart check box 
in ee to [lvll). 


What does the Set Intercept option do? 


wv Also called the Y-Intercept value, this option 
is available for exponential, linear, or 
polynomial trendlines. You can use the Set 
Intercept option to identify the point on the 
vertical axis where you want the trendline 
to cross the axis. 


What does the Display Equation on chart 

option do? 

w To produce each type of trendline, Excel 
uses a different equation. Click this check 
box (|_| changes to |v) to display the 
equation Excel uses to calculate and display 
the type of trendline you select. 
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Add Line Markers 


on a Chart 


ou can add lines to a chart to make reading 
the chart easier. The types of lines you can 
add to a chart depend on the type of chart 
you set up. In general, you cannot add lines to pie or 
doughnut charts or to 3-D column or bar charts. You 
can add lines to 2-D stacked bar or column charts and 
2-D or 3-D area or line charts. To add some types of 
lines, the chart must contain at least two data series. 





You can use series lines on 2-D stacked bar or column 
charts. Series lines connect the various series on the 
chart and help the reader's eyes focus on the trends of 
one particular data series on a stacked chart. 


Add Line Markers on a Chart 


Drop lines are available on 2-D or 3-D area or line 
charts. You use drop lines to connect the data point 
with the horizontal axis, helping the reader to line up 
data points with the horizontal axis. 


High-low lines are available on 2-D line charts with 
multiple data series and appear by default on stock 
charts. High-low lines connect the highest and lowest 
values in each data series. 








Add Series Lines i 
@ Click the chart. Sexo 


(tame 


4 Revat ta nestor Sty 
o teee 


@ The tabs associated with 
Chart Tools appear. 


® Click the Layout tab. 
© Click Lines. 
® Click Series Lines. 
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How do I remove lines if | 

change my mind? 

w Click the chart, and the 
tabs associated with Chart 
Tools appear. Click the 
Layout tab and then click 
Lines. In the drop-down list 
that appears, click None. 
Excel removes the lines 
from the chart. If you 
decide immediately after 
adding lines that you want 
to remove them, click 


Undo (| ). 


Can I format lines? 
w Yes. Click any line on the 


chart to select all the lines. 
Then, click the Layout tab 


and click Format Selection. 


The Format dialog box 
opens for that specific line 
type. You can control the 
color and thickness of the 
line as well as whether it is 
solid, dotted, or dashed. 
You can also can add a 
shadow to the line. 


I tried to add high-low 
lines to a line chart, but 
nothing happened. Why? 


w You probably tried to add 
high-low lines to a line 
chart containing only one 
data series. To display 
high-low lines, your chart 
must contain at least two 
data series because 
high-low lines connect the 
highest and lowest data 
points in each data series. 
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Set Chart Element 


Shape Styles 


ou can format the shape of any chart element 

by using shape styles. Shape styles are 

combinations of different formatting options 
that you can apply to the chart area of any chart or to 
any individual element of your chart, including the 
data series. Shape styles apply predefined 
combinations of border edges, line styles, solid and 
gradient fills, and 3-D perspectives to the selected 
chart element. Using shape styles, you can quickly and 
easily create a professional-looking chart. 





As you work with shape styles, Excel 2010's Live 
Preview feature helps you try different combinations of 
shape styles and colors until you find one that you feel 


Set Chart Element Shape Styles 


effectively conveys your message. When you open 

the Shape Styles Gallery and move your mouse over 

a Style, Excel displays the effect that applying the style 
will have on your chart if you select the style. 


If you apply a shape style to the chart area of your 
chart and then change the chart type, Excel applies 
the shape style to the new chart type. That way, your 
chart retains formatting that you apply, even if you 
change the chart type. 





@ Click the chart or chart 
element to which you 
want to apply a shape 
style. 


Note: This example applies the 
shape style to the chart area. 


@ The tabs associated with 
Chart Tools appear. 


@ Click the Format tab. 
© Click here ([F). 


@ Excel displays the gallery 
of available shape styles. 
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® Move your mouse | 
pointer over a shape Fore See 
style, but do not click. See 


The Live Preview 
feature temporarily 
applies the shape style 
to the chart element 
you selected in step 1 
so you can preview its 
effect. 


i) Click a shape style. 


Excel applies the shape 
style to the selected 
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‘After I select a shape style, what do I do if 
| want to remove it? 


wv If you decide to remove the shape style 
immediately or shortly after you apply it, 
you can click Undo ([ ) to remove it. If you 
do not click [% immediately after applying 
the shape style, Excel undoes all actions you 
have taken since applying the shape style, 
starting from the last action. If you have 
done a lot of work to your chart that you 
do not want to undo, select the element to 
which you applied the shape style, click the 
Format tab under Chart Tools, and then 
click Reset to Match Selection to return the 
selected chart element to its default 
appearance. 


Does Excel fill the plot area and the chart 
area when you select the chart? 


w Sometimes, typically for 3-D chart types, 
Excel will fill both the plot area and the 
chart area. For 2-D line charts, Excel often 
fills only the chart area and not the plot 
area, but you can fill the plot area by 
selecting it and then applying the same 
shape style to it. 


Does the Live Preview feature work on all 
charts? 


w No. Live Preview is not available when you 
try to apply a shape style to a chart stored 
in its own chart sheet. Live Preview does 
work on embedded charts. 
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Set Fill Colors for 
Chart Element Shapes 





ou can apply a shape fill color or texture to 

any chart element you select. Shape fill colors 

and textures override any other colors you 
may have applied to a chart element, including those 
colors associated with shape styles. You can apply a 
shape fill color or texture to the chart area of any chart 
or to any individual element of your chart, including 
the data series. When you apply a shape fill, you can 
apply a solid color or choose from a variety of gradient 
fill colors or textures. Using shape fill colors and 
textures, you can quickly and easily create a 
professional-looking chart. 


YC me it lama ire) ley 


As you work with shape fill colors and textures, the 
Excel 2010 Live Preview feature helps you try different 
combinations of shape fill colors or textures until you 
find one that you feel effectively conveys your 
message. When you open the Shape Fill Gallery and 
move your mouse over a shape fill color or texture, 
Excel displays the effects that applying the shape fill 
will have on your chart if you select the shape fill. 





@ Click the chart or chart 
element to which you 
want to apply a shape fill. 


Note: This example applies a 
shape fill gradient to the chart 
area. 


@ The tabs associated with 
Chart Tools appear. 


@® Click the Format tab. 
© Click Shape Fill. 


@ Excel displays the shape 
fill colors that are available 
to you. 


To see fill color textures, 
you can click here. 


To see fill gradients, you 
can click here. 
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4) Move your mouse 
pointer over a shape 
fill, but do not click. 


Chart vem 


hart i 


@ The Live Preview 
feature temporarily 
applies the shape fill to 
the chart element you 
selected in step 1 so 
you can preview its 
effect. 


® Click a shape fill. 
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Excel applies the shape 
fill to the selected 
element. 


If | want to change the 
colors of all the data series, 
can I change them all 
simultaneously? 


w No. You cannot select all 
the data series at the same 
time. Furthermore, it 
would not make sense to 
select them and then 
change their colors 
simultaneously because 
you would make all data 
series the same color. You 
must select them 
separately and change 
their colors. 
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Can I apply a shape style 

and a shape fill? 

wv Ina way, yes. By applying 
both a fill color and a 
shape style, you effectively 
change the color of the 
shape style. If the shape 
style includes a border, 
applying a shape fill has no 
effect on the border. The 
order in which you apply 
them determines whether 
the shape style or the 
shape fill takes precedence. 
The last format you apply 
is the one Excel displays. 


Changing Chart Layout Details 
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What happens if | apply a 
gradient fill? 


w Excel applies the gradient 
based on the fill color 
applied to the chart 
element. So, for a gradient 
fill to appear, you must first 
apply a fill color by either 
applying a shape style or by 
completing the steps in this 
section twice — once to 
apply a fill color from the 
theme colors that appear 
after you complete step 3 
and once more to apply 
the gradient. 
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Set the Shape Outline 
for a Chart Element 


ou can apply a shape outline to any chart 

element you select. When you apply a shape 

outline to a chart element, you can select a 
color and a weight for the outline, and you can define 
the appearance of the line Excel uses for the outline. 
Any shape outline you apply overrides any other 
outline characteristics you may have applied to a chart 
element, including those associated with shape styles. 


You can apply a shape outline to the chart area of any 
chart or to any individual element of your chart, 
including the data series. Using shape outlines can 
help delineate various chart elements, allowing you to 
quickly and easily create a professional-looking chart. 


As you work with shape outlines, the Excel 2010 Live 
Preview feature helps you try different combinations of 
shape outline colors until you find one that you feel 
effectively conveys your message. When you open the 
Shape Outline Gallery and move your mouse over a 
shape outline color, Excel displays the effects that 
applying the shape outline color will have on your 
chart if you select the shape outline. Live Preview does 
not display the various line types and weights; you 
must select those to view their effects. 


ect Shape Outline for a Chart Element 





Outline a Chart Element 


@) Click the chart or chart 
element to which you want 
to apply a shape outline. 


Note: This example applies a 
shape outline to one data series. 


@ The tabs associated with 
Chart Tools appear. 


@& Click the Format tab. 
© Click Shape Outline. 


@ Excel displays the shape 
outline colors that are 
available to you. 


Note: You can point the mouse at 
a color to preview the selected chart 
element outlined in that color. 


® Click a color. 


Excel applies the outline color 
to the selected chart element. 
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Set the Outline Weight 


@ Click a chart element with an 
outline. 


Note: This example applies the outline 
weight to one data series. 


@ The tabs associated with Chart 
Tools appear. 


Q Click the Format tab. 
@ Click Shape Outline. 
@ Click Weight. 


@ Excel displays the line weights 
that are available for the chart 
element outline. 


Note: You can point the mouse at a 
line weight to preview how the selected 
chart element will appear using that 
line weight. 


© Click a line weight. 


Excel applies the shape fill to the 
selected element. 
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Can I control the 
appearance of the outline? 


w Depending on the chart 
element, yes. Click the 
chart shape containing the 
outline and then click the 
Format tab under Chart 
Tools. Click Shape Outline 
and then click Dashes. 
Excel displays a variety of 
different types of dashed 
and dotted lines that you 
can use to outline the 
selected shape. 


For what chart elements 
can I control the 
appearance of the outline? 


w You can control the 
appearance of the chart 
area outline, the legend 
outline, the outlines of the 
vertical and horizontal axis 
titles, and the chart title. 
You cannot control the 
appearance of the outline 
for a data series, the 
vertical and horizontal 
axes, or the plot area. 


Can I apply the same 
outline to all data series 
simultaneously? 


w No. This is because you 
cannot select all data series 
simultaneously. Select each 
data series individually and 
then apply an outline by 
using the steps in this 
section. To apply the same 


outline to other data series, 


select those data series and 
follow the steps again. 
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Set Shape Effects 


for Chart Elements 


ou can apply a shape effect to a chart or 
selected chart elements. When used properly, 


chart effects add artistic interest to your chart. 





You typically add shape effects to the entire chart 


rather than individual chart elements, but you can add 


some shape effects to some elements. 


You can add a shadow or a bevel to a chart or you 
can apply a 3-D rotation effect to turn the chart in 
varying directions. You can also add a glow to the 
chart, which adds a fuzzy color to the edge of the 
chart; glows are available in preset pastel colors, 
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Apply a Glow 


@ Click the chart or chart 
element to which you want to 
apply a shape outline. 


Note: This example applies a glow 
to the chart. 


@ The tabs associated with 
Chart Tools appear. 


@ Click the Format tab. 
© Click Shape Effects. 
® Click Glow. 


Excel displays the glow options 
that are available to you. 


Note: You can point the mouse at a 
glow to preview the selected chart 
element outlined in that color. 


® Click a glow. 


@ Excel applies the glow to the 
selected chart element. 
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but you can select any color for a glow. You can also 
determine the size of the glow effect that Excel applies 
to your chart. 


You can add a soft edge to your chart; a white soft 
edge fades the outside edge of the chart so the edge 
appears transparent, and on an embedded chart, the 
gridlines from cells appear as if they are inside the 
chart. If you set a color for the soft edge, it acts as a 
border to the chart. When you apply a soft edge to a 
chart, you can determine the size of the soft edge that 
Excel applies. 
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Apply a Soft Edge 


qd) Click the chart or chart element 
to which you want to apply a soft 
edge. 


Note: This example applies a soft edge 
to the chart. 


@ The tabs associated with Chart 
Tools appear. 


@ Click the Format tab. 
© Click Shape Effects. 
® Click Soft Edges. 


Excel displays the soft edge 
options that are available to you. 


Note: You can point the mouse at a 
soft edge to preview the selected chart 
element using that soft edge. 


© Click a soft edge option. 


@ Excel applies the soft edge to the 
selected chart element. 


To which parts of a chart 
can I apply shape effects? 


w Most shape effects are 
available only for the entire 
chart. Reflections are not 
available for any chart 
elements. Glows and soft 
edges are not available for 
data series, chart walls, the 
chart floor, and the plot 
area. You also cannot 
apply a bevel to the plot 
area. And although some 
shape effects appear to be 
available for other chart 
elements, applying them 
seems to have no effect. 
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What is a Preset shape 
effect? 


A Preset shape effect is a 
predefined combination of 
bevels, shadows, and 3-D 
rotations. Using a preset 
saves time because you can 
apply all three shape effects 
simultaneously. To apply a 
Preset shape effect, select 
the chart and then click the 
Format tab under Chart 
Tools. Click Shape Effects 
and then click Preset. Excel 
displays the 12 available 
Preset shape effects. Click 
one to apply it. 
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How do I set a color for a 
soft edge? 


Complete steps 1 to 4 in 
the subsection “Apply a 
Soft Edge” and then click 
Soft Edge Options. The 
Format Chart Area dialog 
box opens, displaying 
Glow and Soft Edge 
options. Click the Color 
button and then choose a 
color from the drop-down 
list that appears. Excel uses 
that color for the soft edge 


you apply. 
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Understanding 





Graphic Elements 





xcel contains graphic elements that you can 
use to help convey your meaning and 
enhance the appearance of a worksheet or a 


chart. You can create graphic elements from the 
Shapes Gallery or with the Screenshot, SmartArt, Text 


Box, and WordArt buttons on the Insert tab of the 
Ribbon. You can also import graphics created by 
others by using the Picture and Clip Art buttons and 
insert symbols, such as the pi symbol (7), the 
copyright symbol (©), and the trademark symbol (™). 





Shapes include predefined lines, rectangles, block 
arrows, mathematical symbols, flowchart 
symbols, stars and banners, and callout 
markings, along with a variety of basic objects, 
such as triangles, slanted rectangles, and hearts. 


Screenshots are images you can create of 
information in windows open on your computer. 
Using the Screenshot feature, you can capture an 
image of information from any program and 
place that image in your Excel workbook. 


SmartArt graphics are predefined layouts that 
you can use to describe relationships. For 
example, you can use a SmartArt graphic to 
create a company organization chart or a flow 
chart that describes a process. These graphics are 
available in all Office 2010 applications, and 
because of their nature, you might find more use 
for them in a PowerPoint presentation or a Word 
report than an Excel workbook. 


Text boxes enable you to annotate a worksheet 
or chart with information that is not stored in a 
worksheet cell or chart element. For example, 
you might use a text box to add a comment to 
a chart that points out some distinguishing 
information shown on the chart. 


Using WordArt, you can insert decorative text 
that is stretched, shadowed, rotated, or skewed 
on a worksheet or in a chart. You can also insert 
decorative text that has been predefined to fit 
into a particular shape. 


Pictures are photographs stored in digital form. 
Clip Art refers to predrawn images that you can 
use to help you illustrate a point. 
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All graphic elements are discrete elements in the 
worksheet that you can select, and you select 
graphics so you can modify them in some way, 
such as reshaping, resizing, or moving them. 
Although there are many different types of 
graphic objects, you modify them by using the 
same basic techniques. 


To select a graphic element, you simply click 

it, and white sizing handles — circular and 
Square — appear around the perimeter of the 
graphic (A). If the graphic can be rotated, a green 
circular rotation handle also appears at the top of 
the graphic, connected to a sizing handle (B). 

On some drawn elements (especially 3-D ones), 
yellow diamond-shaped handles also appear at 
the places where you can manipulate some part 
of the element’s shape (C). 





You can select more than one graphic element 
at the same time in the worksheet by pressing 
and holding the Shift key or Ctrl key as you 
click each element. When you select more than 
one element, any changes you make to one 
element affect all the selected elements. 


Excel stores each graphic you add to a 
worksheet on different invisible layers that 
reside on top of the worksheet and over the 
worksheet data in the cells below. If you move 
a graphic element over a cell that contains an 
entry, the graphic hides the data beneath it. 
And if you position one graphic element on top 
of another graphic element, the graphic 
element on top covers up the graphic element 
below. 


Excel makes it easy to move the graphic 
elements on the same worksheet to other layers 
by using the Selection and Visibility task pane, 
which appears on the right side of the program 
window. Graphic elements appear ordered in 
the list; elements appearing at the top of the 
list obscure elements below if they overlap. See 
the section “Position Graphic Elements” for 
more. 





When you are dealing with two or more 
graphic elements — one on top of the other — 
Excel enables you to align them in a variety of 
ways. And when you need to work with more 
than one graphic element at the same time to 
move, resize, or rotate them, you can make it a 
lot simpler by grouping these elements. When 
you select more than one individual graphic 
element, Excel displays handles around each 
individual element. 


Working with Graphic Elements 






ere 


When you group graphic elements, Excel treats 
them as a single graphic element so you can 
move, size, or rotate all of them simultaneously. 
When you select a grouped graphic element, 
Excel displays handles around the group rather 
than around each individual element. 


If you no longer want to work with the graphic 
elements as a group, you can reverse the action 
to separate them into independent elements. 
For more on aligning and grouping graphic 
elements, see the section “Align Graphic 
Elements.” 
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Capture 
a Screenshot 


his new feature to Excel 2010 allows you to using the Screenshot feature’s Screen Clipping option, 
insert into an Excel worksheet an image, which enables you to select the portion of a window 
called a screenshot, of another workbook open that you want to capture. 


in Excel or of a document open in another program. 
The Screenshot feature does not limit you to capturing 
images of other Office 2010 programs; you can 
capture the screen of any open program. 


The Screenshot feature does not recognize the current 
Excel workbook or your Windows desktop as an 
available window to capture. You can capture your 
Windows desktop by using the Screen Clipping option. 
You can capture all or part of a window; when you 
use the Screenshot feature, Excel shows you a list of 
available windows you can capture. If you choose one 
of them, the Screenshot feature captures the entire 
window, including its menus. Alternatively, you can 
capture only a portion of an available window by 


Excel treats screenshots the same way it treats pictures 
or Clip Art, both of which are types of graphic images 
created by others that you can import into Excel. In a 
limited way, you can adjust color, brightness, and 
contrast for these types of images. 
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Insert a Screenshot 
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@ Click the Insert tab. 
A) Click Screenshot. 
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Create a Screen Clip 


@ Complete steps 1 to 4 
in the previous section. 


Note: Open only the 
window containing the 
information you want to 
capture; do not open any 
other windows. To capture 
your desktop, do not open 
any windows. 


Q Click Screen Clipping. 


The window from the 
Screenshot Gallery 
appears with a white 
translucent film. 


@ Drag to select the 
portion of the window 
you want to capture 


(52 changes to +). 


@ The portion of the 
window you selected in 
step 3 appears in Excel. 
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How Dependencies Affect a Project 


+ What Are Dependencies? 
Choosing the Right Type of Dependency 
Can You Create Too Many Dependencies? 
Understanding Lag and Lead Time 
» Dependency Actions That Affect Your Plan’s 
Timing 
Deleting Dependencies 
Creating Dependencies to External Projects 











How Dependencies Affect a Project 


+ What Are Dependencies? 
Choosing the Right Type of Dependency 
Can You Create Too Many Dependencies? 
Understanding Lag and Lead Time 
» Dependency Actions That Affect Your Plan’s 
Timing 
Deleting Dependencies 
Creating Dependencies to External Projects 








How do | import a picture into an Excel 


spreadsheet? 


How do I adjust brightness and contrast 
or color? 


——— 


wv Inthe worksheet where you want the 
picture to appear, click the cell that should 
appear as the upper-left corner of the 
picture. Then, click the Insert tab, and in 
the Illustrations group, click Picture. Use the 
Insert Picture dialog box to navigate to the 
folder containing the picture, select it, and 
then click Insert. 


How can I capture the current Excel 
worksheet? 


w Use the Screenshot feature in a different 
Office program. 


w Select the image. Then, on the Picture Tools 
Format tab, in the Adjust group, click the 
Corrections button and the Color button. 


How do | import a Clip Art image into an 
Excel spreadsheet? 


w Inthe worksheet where you want the Clip 
Art image to appear, click the cell that 
should appear as the upper-left corner of 
the image. Then, click the Insert tab, and in 
the Illustrations group, click Clip Art. Using 
the Clip Art pane that appears, search by 
subject for an image. When you find one, 
click it to insert it in the workbook. 
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Include a Shape 
in a Worksheet 


ou can include a predefined shape in a 
worksheet or on a chart. Adding a shape is a 
fast and easy way to increase interest or to 
draw attention to some pertinent details of the 
worksheet or chart. 





For example, you might want to add an arrow to a 
chart to point at an important data series element on 
a chart. Or you might want to add an arrow that 
points in two directions in a worksheet to demonstrate 
a connection between the information contained in 
two cells that you want the reader to notice. 





Include a Shape in a Worksheet | 


aq Click the Insert tab. 





bho 





Excel organizes shapes into different categories, 
including lines, rectangles, basic shapes, block arrows, 
equation shapes, flowcharts, stars and banners, and 
callouts. Most of the categories are self-explanatory, 
but the basic shapes category contains unusual 
shapes, such as moons, clouds, and cylinders. 


When you add a shape to a worksheet, Excel lets you 
specify the location and size of the shape as you create 
it. You can later move and resize the shape or, if you 
later decide you do not need the shape, you can 
delete it. 
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@ The mouse pointer (¢_7) 
changes to --. 
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@ Position the mouse 
pointer at the location 
where the upper-left 
corner of the shape 
should appear. 


© Drag down and to the 
right. 


@ The shape begins to 
appear. 


© Release the mouse 
button when the shape 
is the size you want to 
display the shape. 


Handles like these 
indicate that the shape 
is selected. 


The Drawing Tools 
Format tab becomes 
available. You can use 
these tools to modify 
the shape. 





Can I control the 
proportions of the shape 
as I draw it? 


w Yes. Complete steps 1 to 
3. Then, press and hold 
the Shift key and complete 
steps 4 to 6. After step 6, 
release the Shift key. As 
long as you press and hold 
the Shift key while you 
draw, Excel does not 
permit the shape to 
become disproportional. 
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Can I force a shape to fall 
within row or column 
borders? 


vw Yes. Complete steps 1 to 
3. Then, press and hold 
the Alt key and complete 
steps 4 to 6. After step 6, 
release the Alt key. As long 
as you press and hold the 
Alt key while you draw, 
Excel ensures that the 
shape fits within the 
gridlines shown for rows 
or columns. Note that you 
are not forcing the shape 
to appear within a single 
cell. 





How can I insert text in a 
shape? 


wv For some shapes, you can 


click the shape and then 
start typing. For other 
shapes, you need to add a 
text box to the shape to 
include text inside the 
shape. Excel displays the 
text box on top of the 
shape, with a background 
of white surrounded by a 
thin outline. To make the 
text box transparent, 
apply the same fill color to 
the shape and the text 
box and then remove the 
text box’s outline, as 
described in the section 
Insert a Text Box. 403 
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Add WordArt 
to a Worksheet 


ou can use WordaArt to create artistic graphic 
effects in text. These graphics can help 
enhance the appearance of a title or draw 


attention to an important point in your worksheet or 
on a chart or other graphic element. 





WordArt text effects go beyond simply changing the 
font, font size, and color of text. Using WordArt, you 
can skew, rotate, and stretch text, add shadows to 
text, and make text appear three-dimensional. 


When you add a WordArt text effect, Excel adds the 
Drawing Tools Format tab to the Ribbon. You can 
change the appearance of the WordArt text effect by 





Add WordaArt to a Worksheet 





aq Click the Insert tab. 
@ Click WordArt. 


The WordArt Styles Gallery 
appears. 


@ Click a WordArt style. : 





Excel adds the WordArt 
effect to the worksheet. 


@ Handles like these appear oe 
around the selected a TS 
WordaArt effect. 


@ The Drawing Tools Format 
tab appears on the 
Ribbon. : 


Note: “Your text here” is 1 
selected so you can r 
automatically replace it when i 


you type. : 








applying a Shape style or a different WordArt style or 
you can add or change fill colors, outline effects, 
shadows, reflections, glows, soft edges, bevels, or 3-D 
rotation. You can move and resize a WordArt text 
effect by using the same techniques you use to move 
or resize any graphic element; see the section “Move 
or Resize a Graphic Element” for more. 


You do not need to worry if you make a spelling 
mistake in a WordArt text effect because the Excel 
spell-checker will find it. 











© Type the text you want 
to display in WordArt. 


As you type, an 
insertion point marks 
your location. 


8 When you finish 
typing, click outside 
the WordaArt effect. 


Excel displays your 
WordArt effect. 


“How do | apply WordArt to 
charts and other graphic 
elements? 


w You can apply WordArt to 
any graphic element that 
includes text. For example, 
you can apply WordArt to 
a chart or a shape that 
includes a text box, but 
you cannot apply WordArt 
to a picture. Select the 
graphic element. Then, 
click the Format tab for 
that particular type of 
graphic element and apply 
a WordArt style. 


How do | change to a 
different WordArt style? 


Ww Click anywhere in the 
WordaArt effect. When you 
see the insertion point, 
click anywhere on the 
outer boundary of the 
effect to select the entire 
effect. On the Drawing 
Tools Format tab, in the 
WordArt Styles section, 
click the More button (| ) 
to display the WordArt 
Styles Gallery to choose a 
new style. 
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Why do I need to click the 
outer boundary of a 
WordaArt effect when | 
want to change the style? 


Ww If you click inside the 
WordArt effect and then 
change the style, Excel 
applies the effect only to 
the word containing the 
insertion point. However, 
by clicking the border of 
the effect, you select the 
entire effect; thus, the style 
change applies to the 
entire effect. 
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Insert 





a Text Box 





to a shape. 


Text boxes are useful for labeling shapes or adding 
comments to a worksheet or chart to describe specific 
items in the worksheet or chart. When you draw a text 
box, Excel wraps any text you type in the box so it 
automatically fits between the left and right sides of 


ou can add a text box to a worksheet or chart 
to include additional information. For 


example, you can use a text box to add text 


the text box; otherwise, the text appears to spill 
outside the bottom boundary of the box. You can also 
insert a default-sized text box that expands to the 
right as you type, without wrapping text. 


After you create a text box, you can move or resize it; 
see the section “Move or Resize a Graphic Element.” If 
you decide that you no longer need a text box, you 
can delete it. When you delete a text box, Excel 
deletes the box and any text you entered in the box. 


the box. If you draw a text box that is not long 
enough to accommodate the text, you need to resize 


Insert a Text Box 





aq) Click the Insert tab. 
@ Click Text Box. 


@ The Text Box mouse 
pointer (1) appears. 
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@ Position the mouse 
pointer at the location 
where the upper-left ‘ 
corner of the text box : 
should appear. 


A) Drag down and to the u 
right (1 changes to +). i 


@ A text box begins to 16 
appear. i; 


© Release the mouse 2 
button when the text 
box is the size you 24 
want. = 





Excel displays an 
insertion point blinking 
inside the text box. 


Handles like these 
indicate that the text 
box is selected. 


@ The Drawing Tools ‘ 
Format tab becomes 
available. You can use : 
these tools to modify i 
the text box. 2 


Note: To add text to the 14 
box, simply start typing. 16 
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How do I remove the 
outline that appears 
around a text box? 


w Toremove the outline that 
appears around a text box, 
click the text box; Excel 
displays white circular and 


How do | create a 


default-sized text box, and 


can I make it wrap text? 


w Tocreate a default-sized 
text box, complete the 


steps in this section, but in 


step 4, do not drag. 


How do I delete a text box 
if 1 do not want to use it 
any longer? 

w Click the outside border of 
the text box; Excel displays 
sizing handles, and if 
rotation and sizing are 


square sizing handles 
around the text box. Click 
the Drawing Tools Format 
tab and then click Shape 
Outline. Click No Outline 
in the drop-down list that 
appears. 


Instead, click. As you type 
in this box, it expands to 
the right. Type all your text 
and then resize the text 
box to make the text wrap 
into the space you 
designate with the box’s 
size. 


available for the graphic, 
those handles also appear. 
The mouse pointer 
changes to + when you 
move it over the text box 
border. Press the Delete 
key, and Excel removes the 
text box from your 
worksheet or chart. 
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Insert 
a Symbol 


n some worksheets, you may need to use special 
typographical symbols not found on your 
keyboard, such as the trademark or copyright 

symbols. You can use the Symbol window in Excel to 

insert these special characters into your worksheet. 

You can also determine a symbol’s Unicode characters 

from the Symbol window. 


Unicode is a character-encoding standard that uses 
more than one byte to represent each character. This 
approach enables almost all of the world’s written 
languages to be represented by a single character set. 
If you know the Unicode characters that produce a 
particular letter or symbol, you can enter the letter or 
symbol without using the Symbol window. 


hr Symbol * 





The symbols and characters available in the Symbol 
window depend on the font you select; not all 
symbols and characters are available in all font sets. 
You can select a font while working in the Symbol 
window to find and insert different symbols and 
characters. The Symbol font set includes arrows and 
bullets as well as Greek letters and scientific symbols. 
You can, for example, insert fractions or z, the symbol 
for pil. 


Symbols that you insert are graphic images; you 
cannot use them in calculations, even if they represent 
numbers. 





@ Click the cell in which you 
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The Symbol dialog box 
opens. 


® Click here ([+]) to select a 
font. 











The characters that are 
available for the selected 
font appear in the 
window. 


| Beverly used syria: 














‘Hubper Freche Ore Tard Gharacler wade; i133 fray | Uric (bec) [| 

@ You can choose subsets | 
for some fonts by clicking 
here ([*]). The available 
subsets depend on the 


font. 


Laser] | core | 


@ Recently used symbols 
appear here. 
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| Symbol 
“imide 






© Click the character you 





want to insert. 





Ferd: | Syriac 































































The character’s 
Unicode character code 
appears here. 


© Click Insert. 
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The character appears 
in the cell you selected 
In step 1. 





js 


| 
i <i 


The Symbol dialog box 
remains open. You can 
repeat these steps to 

































































enter additional 
symbols or you can 
click Close. 
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Rerently used sprite 


Symbol: 1 





What appears on the Special Characters 
tab of the Symbol dialog box? 


w The Special Characters tab contains a list of 
commonly used special characters along 
with their names. For example, on this tab, 
you find the em dash (—), the en dash (-), 
the ellipsis (...), and the nonbreaking space 
character ( ). Many of these special 
characters are difficult to find in the font 
sets on the Symbols tab, so listing them on 
the Special Characters tab by name makes 
them easy to find and insert. You insert one 
of these characters by selecting it and then 
clicking Insert. Using the Special Characters 
tab is no different from finding the 
character on the Symbols tab and then 
inserting it from there. 
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Why would I want to insert a symbol by 
using its Unicode characters? 


‘wv If you use a symbol frequently, you may 
find inserting it using its Unicode characters 
faster than opening the Insert window and 
finding the character to insert it. 


How do | insert a symbol using its Unicode 
characters? 


w Press the Num Lock key to enable the 
numbers on the number pad. Click the cell 
in which you want to enter the symbol and 
then click the Home tab. From the Font list, 
choose the font set that contains the 
symbol. Press and hold the Alt key, and 
using the numeric keypad, type the 
symbol’s Unicode value. Release the Alt key, 
and Excel inserts the symbol. 
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Move or Resize 
a Graphic Element 





ou can move or resize a graphic element to To resize a graphic, you can use the white circular and 

make it work more effectively in your square handles that appear around the perimeter of 

worksheet or on your chart. You move or the graphic when you select it. You can use the square 
resize all graphics except symbols by using the same handles that appear at the top and bottom to change 
techniques, regardless of the type of image you are the height of the graphic, and you can change the 
moving or resizing. Symbols are not typical graphic graphic’s width by using the square handles on each 
elements; to move or resize them, you treat them like side of the graphic. You can use the round handles to 
cell entries. To move symbols, you cut and paste simultaneously change the graphic element's height 
them, and to resize them, you change the font size. and width. 


You can move a graphic to another location in a 
worksheet or to a different position on a chart. You 
cannot move a graphic that you placed on a chart 
outside the chart boundaries. 


Move or Resize a Graphic Element 





Move an Element 


@ Click the graphic element. 


@ Handles appear around 
the graphic element. 


@ Place the mouse pointer 
over an outside edge 
of the graphic element 
(<1 changes to +). 


@ Drag the graphic element 
to a new location, 
releasing the mouse 
button when the graphic 
element appears where 
you want it. 


@ As you drag, a lighter 
version of the graphic 
shows you its current 
position. 


The graphic element 
appears in the new 
location. 





Resize an Element 


@ Click the graphic 
element. 


@ Handles appear around 
the graphic element. 


@ Place the mouse 
pointer over a handle 


(<1 changes to , f, 
or /). 


© Click and drag the 
handle («s, t, or 2 
changes to -+-). 


Note: Drag out to increase 
the size or drag in to 
decrease the size. 


@ As you drag, a lighter 
version of the graphic 
shows you its current 
size. 


When you release the 
mouse button, Excel 
resizes the graphic 
element. 


Can I resize without 

dragging? 

w Yes. You can use the Size 
fields that appear at the 
right edge of the Drawing 
Tools Format tab, Picture 
Tools Format tab, or 
SmartArt Tools Format tab; 
the name of the Tools tab 
depends on the type of 
graphic you select. Click 
the graphic, and at the 
right edge of the 
appropriate Format tab on 
the Ribbon, change either 
the height or width, and 
Excel automatically adjusts 
the other parameter. 
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When I resize by dragging, 
can I retain the 
relationship of the shape’s 
height and width? 


w Yes. Follow the steps in the 
subsection “Resize an 
Element,” but in step 3, 
press and hold the Shift 
key as you drag the 
handle. Excel makes both 
sides of the graphic 
element larger or smaller in 
the same proportion. 





Can I move or resize several 
graphic elements 
simultaneously? 


w Yes. Select all the graphic 


elements by clicking the 
first one and then holding 
down the Ctrl key as you 
click each of the other 
graphic elements. When 
you move the elements, 
Excel moves them all in the 
same direction by the same 
amount. When you resize 
the elements, Excel resizes 
them all by the same 
amount. 
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Change the Shape 





of a Graphic Element 





ou can change the shape of a screenshot, 

picture, text box, Clip Art image, or an 

individual shape in a SmartArt graphic 
element. With a shape, you can switch to a different 


shape or, if the shape includes a shaping handle, you 
can modify its silhouette. 


To change the shape of a graphic element, you select 
it. Then, you use the Drawing Tools Format tab, 
Picture Tools Format tab, or SmartArt Tools Format tab 
on the Ribbon, depending on the type of graphic 
element you selected, to apply a different shape to the 
graphic element. For pictures and Clip Art, you use the 
Picture Shape button, and for SmartArt shapes, you 
use the Change Shape button. 


How can I change the silhouette of a 








Change the Shape of a Graphic Element 





@ Click the graphic element. 





Home 
This example 

demonstrates changing 
the shape of a text box. 


Insert shapes 
@ Handles appear around ___Fextox ee 


the graphic element. 


@& Click the Format tab 
associated with the type 
of graphic element you 
selected in step 1. 


@ Click the Edit Shape 
button (|f<~). 


® Click Change Shape to 
display the Shape Gallery. 


6 Click a shape. 


Excel applies the new 
shape to the graphic 


element. This is a text box 
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Insert 
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This is a text box 





shape? 

Ww Click the shape. White round and 
square sizing handles appear around 
the shape. If Excel permits you to 
modify the silhouette of the shape, 
small yellow diamonds also appear. 
Drag one of these yellow diamonds 
either toward or away from the center 
of the graphic element; Excel modifies 
the silhouette of the graphic element. 













Data Pewiews Mlitiat 


“RE 


mo 
® Rectangles - \ 
(sll Coe) Choa Co aa SS 


Baric Shapes praare Shyles 
SABTACTOOS® r 
<SOGCOrhrowt 
OO" DOYATE 
1 # [ J { j 
Block Ancwers 
PSP GeLreaPr dd 
‘Eevrmnoom > iho ad 
Frpuation Shapes 








6a 
Ao =) 
ou 


> 


Luo ton S 

Flnwehart 

Be? /BAWéaoeaayU 
lo DANO X e AVY Sa 
Q000 

Stars and Banners 

Hehe ty 3 © @ @ OB 
eee Ai [Pee 

Callouts 

he @ @ 73 48 Aa al 48 Ae de er 
ge 40 AD Ao ~|| 


Modity 


ou can change the border of a shape, 

screenshot, picture, text box, Clip Art image, 

or an individual shape in a SmartArt graphic 
element. For example, suppose you want to include 
text inside a shape. You add a text box to the shape, 
type your text, and then decide that you want the 
text to appear as if it were part of the shape and not 
in a separate text box. You can change the fill color 
of the text box to match the fill color of the graphic, 
but a light-gray line still delineates the outline of the 
text box. You can remove the text box’s outline to 
make the text box indistinguishable from the 
background of the shape. 


Modify a Graphic Element Border 


Working with Graphic Elements 


a Graphic 
Element Border 






rail) Cg 20 


To change the border of a graphic element, you first 
select it. Then, you use the Drawing Tools Format 
tab, Picture Tools Format tab, or SmartArt Tools 
Format tab on the Ribbon, depending on the type of 
graphic element you selected, to change or remove 
the border of the graphic element. For pictures and 
Clip Art, you use the Picture Border button, and for 
shapes, text boxes, and SmartArt shapes, you use the 
Shape Outline button. This section demonstrates 
removing the border of a text box. 





@ Click the graphic 





Hem 
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element you selected in Ho Outing 
step 1 % More Outline Colors... 


@ Click Shape Outline. 


@ You can click here to 
change the appearance 
of the border. 


@ Click No Outline. 


Q Click anywhere outside 
the shape. 


Excel removes the 
outline, making the 
text box appear 
invisible inside the 
shape. 
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Text inside a shape 
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Add an Artistic Effect 
to a Graphic Element 


O increase the interest and attractiveness of a 
graphic element, you can add one of the 
following effects: 


e Bevels are decorative edges that you can add to a 
graphic element. 


e Shadows appear behind a graphic element and 
give it depth. 

e Reflections appear at the bottom of a graphic 
element and look like soft, faded mirror images. 


e Glows add colorful, fuzzy edges to a graphic 
element. 


e Soft edges add degrees of transparency around 
the edges of a graphic element. 


e Three-dimensional effects provide dimension and 
rotate a graphic element. 


You can also add preset effects, which are predefined 
combinations of bevels, shadows, reflections, glows, 
soft edges, and 3-D rotations. 


Most effects are available for all types of graphic 
elements. You may find that some effects are not 
available for the outer border of a SmartArt graphic 
element, but you can apply most effects to the shapes 
that make up the SmartArt graphic. 








TPT ia oe Graphic Element 





@ Click the graphic element. 
@ Handles appear around the graphic element. 


& Click the Format tab associated with the type of 
graphic element you selected in step 1. 


@ Click Picture Effects or Shape Effects, depending 
on the type of graphic you selected. 


@ Click a type of effect. 
The gallery appears for that effect. 
Q Point at an effect. 


@ Live Preview displays the graphic with the effect 
applied. 


6 Click an effect to apply it. 





Is there a way that I can add 
predefined combinations of effects, 
borders, and fills? 


w Yes. You can use styles, which are 
collections of predefined formatting 
options that combine outlines, 
graphic element shapes, fills, and 
effects, such as shadows, bevels, or 


414 3-D rotations. 
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Crop a Graphic 
Element 


ou can crop a graphic element to reduce its 

size, eliminate extraneous information, or 

focus the reader’s attention on a particular 
portion of the graphic element. When you crop a 
graphic element, you remove a portion of the 
graphic. You can crop screenshots, digital pictures, 
and Clip Art images, but you cannot crop shapes, 
text boxes, WordArt, SmartArt graphics, or shapes 
within SmartArt graphics. This section shows you 
how to crop the black border applied to full 
screenshots of Office programs. 


Crop a Graphic Element \ 


@ Click the picture. 


Selection handles appear around 
the graphic element. 


@® Click the Picture Tools 
Format tab. 


& Click Crop. 


@ Cropping handles replace the 
selection handles around the 
picture. 


A) Drag a cropping handle (<9 
changes to "|, 1,7, 4, L, 
+, I, or F). 


You can use the side cropping 
handles to crop the picture’s 
width, the top cropping handles 
to crop the picture’s height, or 
the corner cropping handles to 
crop both the width and height. 


Note: Drag in to crop, and drag out to 
outcrop. 


@ Click outside the picture to stop 
cropping and see the results. 
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How Dependencies Affect a Project 


» What Are ? 
Choosing the Right Type of Dependency 
Can You Create Too Many Dependencies? 
Understanding Lag and Lead Tiene 
» Dependency Actions That Affect Your Plan's 
Timing 


Deleting Dependencies 
Creating Dependencies to External Projects 





How Dependencies Affect a Project 


» What Are Dependencies? 
Choosing the Right Type of Dependency 
Can You Create Too Many Dependencies? 
Understanding Lag and Lead Time 
» Dependency Actions That Affect Your Plan's 
Timing 


Deleting Dependencies 
Creating Dependencies to External Projects 
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When you crop an image, you can set options that 
tell Excel to discard the cropped portions of the 
image when you save the workbook. If you change 
your mind about the cropped appearance of your 
picture, you can reset the picture from the Picture 
Tools Format tab on the Ribbon. You can also use 
cropping to add a margin around a picture; this 
technique is called outcropping. 
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Position Graphic 


Elements 


ecause Excel stores graphic elements in 
different layers on a worksheet, you might 
accidentally obscure one graphic element with 





B 


another or you might obscure worksheet data with a 
graphic element. You can reposition graphic elements 
within the worksheet. 


Excel stores each graphic that you add to a worksheet 
on different invisible layers that reside on top of the 
worksheet and over the worksheet data in the cells 
below. If you move a graphic element over a cell that 
contains information, the graphic hides the data 
beneath it. If you position one graphic element on top 


Position Graphic Elements 





@ Click a graphic element. 


@ Handles appear around the 
graphic element. 


@ Click the Drawing Tools Format 
tab, Picture Tools Format tab, 
or SmartArt Tools Format tab. 


Note: The tab you click depends on 
the type of graphic you selected. 


@ Click Selection Pane. 


Excel displays the Selection 
and Visibility task pane, listing 
each graphic element. 





of another graphic element, depending on the layers 
associated with each graphic element, the element on 
top might cover up the element below. 


Excel makes it easy to move the graphic elements on 
the same worksheet to other layers by using the 
Selection and Visibility task pane. The Selection and 
Visibility task pane lists graphic elements, and the 
order in which the graphic elements appear 
determines which element will obscure others if the 
graphic elements overlap. The graphic elements 
appear in order; that is, the graphic element at the 
top of the list obscures elements below it in the list if 
they overlap. 











Note: The element at the top of the 
list obscures elements listed below it 
if they overlap. 


@ Click an element in the list. 


© Click the drop-down arrow 
(L-]) beside Send Backward. 


6 Click Send to Back. ; 


Note: You can click Send Backward : 
to move the graphic element back . 
one layer. 
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Home Invert Page Logout 


@ Excel repositions the 
graphic element at the 
bottom of the list in 
the Selection and 
Visibility task pane. 


















Excel repositions the 
graphic element on the 
worksheet under the 
other graphic elements. 


@ Click the drop-down 
arrow ([*]) beside 
Bring Forward. 


© Click Bring to Front. 


Excel repositions the 
graphic element at the 
top of the list in the 
Selection and Visibility 
task pane. 


@ Excel repositions the 
graphic element on the 
worksheet on top of 
the other graphic 

elements. 
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What does the eye icon mean that appears 
beside each graphic in the Selection and 
Visibility task pane? 

w The eye icon indicates whether a graphic is 
visible in the worksheet. You can click the 
eye icon to hide a graphic so it is not visible 
on the worksheet. When you click the eye 
icon, the graphic disappears from view in 
the worksheet, and the eye icon becomes a 
blank square in the Selection and Visibility 
task pane. 


Can I move a graphic to a position other 
than the top or bottom layers of the 
worksheet? 


w Yes. In the Selection and Visibility task pane, 
select the graphic you want to move. Then, 
use the Reorder arrows — |# and |¥ at the 
bottom of the pane — to move the graphic 
up or down in the list. 


What kinds of graphic elements appear in 
the Selection and Visibility task pane? 


wv All types of graphic elements appear, 
including charts, shapes, text boxes, 
WordArt, SmartArt, Clip Art, pictures, and 
embedded objects. 


How do I close the Selection and Visibility 
task pane? 


Ww Repeat steps 2 to 3 in this section or click 


the [x] in the upper-right corner of the 
pane. 
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Align Graphic 


Elements 


ou can align two or more graphic elements in You can also group objects so they function as one 

a worksheet. You can align their left edges, object, and you can align grouped objects with other 

right edges, vertical centers, tops, horizontal objects — grouped or ungrouped. 
middles, or bottoms. If you are aligning three or more 
graphic elements, you can also align them so you 
equally distribute the distance between them either 
horizontally or vertically. 








, ; 
Depending on the alignment option that you select, Hows9:| Group grapoie clements? 


objects move straight up, down, left, or right, and wv Select the graphic elements you want 
they might cover another object on the worksheet; to group by holding the Ctrl key as 
you can either move the other object or undo the you click the outer boundary of each 


graphic element. Then, click the 
Drawing Tools Format tab or Picture 
Tools Format tab. In the Arrange 
group, click the Group button, and 
in the drop-down list that appears, 
click Group. 


alignment. When you align objects by their middles or 
centers, they will not necessarily remain stationary, 
and all of them might move. 


Align Graphic Elements 





@ Click a graphic element. 


@) Press and hold Ctrl and 
then repeat step 1. 


& Repeat steps 1 and 2 for ; Ane es 
each graphic element you 
want to align. 


® Click the Drawing Tools 
Format tab, Picture Tools 
Format tab, or SmartArt 
Tools Format tab. 
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Note: The tab you click 
depends on the type of graphic 
you Selected. 


© Click Align. 
© Click an alignment option. 


Excel aligns the graphic : ‘W O i d Art | 


elements. il 
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Rotate Graphic 


Elements 


ou can rotate a shape, text box, WordArt can flip it horizontally to display a mirror image of 
graphic element, screenshot, Clip Art image, the graphic element. To flip a graphic element, you 
or picture. Rotating can add interest to your can use commands on the Rotate menu. 


graphic element. You can drag to rotate to an angle 
that pleases your eye or you can quickly rotate by 
90° either left or right by using the Rotate command 
on the Ribbon. You can also display a graphic 
element upside down by flipping it vertically or you 


Rotate Graphic Elements \ 


@ Click a graphic 
element. 


@ Handles appear around 
the graphic element. 


Q Move the mouse 
pointer over the round 
green circle at the top 
of the graphic element 


(52 changes to G5). 


© Drag the mouse in the 
direction you want to 
rotate (C5 changes 
0 <3). 
@ Live Preview shows the 
rotation in progress. 


® Release the mouse 
pointer when the 
graphic element has 
rotated to the degree 
you want. 


If you want to rotate a graphic element by using 
precise angles or you want to change its size and 
simultaneously rotate it, you can use the Size and 
Properties dialog box. You open this dialog box by 
using the last command on the Rotate menu. 
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Create 
a Table 


ou can create a table from any rectangular 
range of related data in a worksheet. Each row 
in a table contains information about a single 
entity or event, and each column contains a specific 
piece of information. The first row can — but does not 
need to — contain labels that describe each column’s 
information. 





When you create a table, Excel identifies the 
information in the range as a table and simultaneously 
formats the table and adds AutoFilter arrows to each 
column. You can also easily add a summary row to a 


| eer a Table , 


@ Set up a range ina 
worksheet that contains 
similar information for 
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table that summarizes data in some way. When you 
press the Tab key with the cell pointer in a table, the 
cell pointer stays in the table, moving to the next cell 
to the right and to the next table row when you tab 
from the last column. When you scroll down a table so 
the header row disappears, Excel replaces the column 
letters with the labels that appear in the header row. 
When you create a formula that references table cells, 
you can refer to the table by name or by using the 
column labels. Any formulas that you enter in a 
column are automatically propagated to all other cells 
in the column. 
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The Create Table 
dialog box opens, 
displaying a suggested 
range for the table. 


You can click the My 





Create Table 
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column title. 


Excel assigns the table 
a generic name. 








Can I change the table’s 
name? 


Yes. Click the Table Tools 
Design tab. Then, in the 
Properties group, click in 
the Table Name field and 
delete the generic name. 
Type a new name and 
then click anywhere 
outside the Table Name 
field. When you click 
outside the Table Name 
field, Excel assigns the new 
name to the table. 


v 


What happens if my range 
does not contain labels in 
the first row? 


wv Assuming that you clicked 
the My table has headers 
check box (v| changes to 
_|}), as described earlier, 
Excel inserts a row at the 
top of the range and 
provides generic labels for 
each column (Column1, 
Column2, Column3, and 
so on). A drop-down arrow 
([-]) appears beside each 
generic column title. 





When should I use a table, 
and when should I use a 
database range? 


w The two are similar in the 
way they allow you to 
organize information, and 
you can perform all the 
same functions in a 
database that you can ina 
table. However, displaying 
most of the common 
information, such as the 
largest value, or selecting 
records that match a 
criterion is easier in a table 
than in a database. 
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Change the Size 


of a Table 


fter you create a table, you can easily increase 

its size by adding rows or columns to the 

table. You can automatically add columns to 
the right edge of a table, and you can automatically 
add rows to the bottom of a table unless you have 
added a row containing totals to the bottom of the 
table, as described in the section “Work with the Total 
Row.” You can also add rows or columns within the 
table instead of adding them to the edges. 


You can decrease the size of a table by eliminating 
rows or columns from the table. When you delete 
rows or columns from a table, Excel eliminates the 


Change the Size of a Table 





information that appears in the rows or columns 
without affecting cells outside the table. Suppose cell 
C40 contains information and is not part of the table 
you defined that covers the range A1:F25. If you 
delete column C from the table, then Excel retains the 
information in cell C40. 


You can also move a table to a different location in the 
same worksheet or to a different worksheet. 





Increase Table Size 


a Click a cell in a column or 
row that is adjacent to the 
table. 


@& Type an entry. 


Note: What you type is not 
relevant. 


© Press Enter or click [7. 


@ Excel stores the entry in 
the cell and expands the 
table to include a new 
row or column. 


422 

















52 -'" x¥k Cedtecare 

: A 6 G 0 E F 
Bate Amount ~ — twech—Gastoiner 
a) 22/010 19.95 VOIP Phone Drect Slee Phowtex Existing 
3 12/2/2010 3.95 intermat Customer Somke  Phoorex Esitting 
4 RArANO 2.95 Internat Customer Sanica — Phoerex Now 
5 122210 93.55 Package Deoct Saws Phourex Existing 
6 t2efano 19.95 YOIP Phone Customer Serace —_ East Valiey Existing 
7) 42/2/2010 39.5 neat Custorne: Senxe —_ Phosrex New 
8 12/2/2010 99.95 Package Direct Sales Wost Valiny Existing 
9 10 7% intersat Overt Salee East Valley Existing 
10, 12/2710 59.95 TV Customer Serke Eact Volley Exiting 
il raevanio 99.95 Package Custome Sere [ast Vatiey New 
iz 12272010 39.95 Internat Deect Sales Phowwex Existing 
13) 12/2/10 33.95 interat Customer Some  Phoorex Evicting 
MA 95 Tv Customer Serace — Phoprex Existing 
18; 12/2/2010 13.95 VOIP Phone Dewtt Sales Phoorex Existing 
16 WAKO 3.95 Intemet Customer Sonce — Phoorex Existing 
iF) t2/2/ani0 7.95 Package Customer Sere Wrest Valley Eaisting 
18) t2/272010 99.95 Package Customer Sonice East Valley Existing 
9 Aoi 99% TV Deect Sales Phoerex Esisting 
20, 127 59.95 TV Custom Senke  Vrust Valley Esitting 
21 1av2010 9.95 internat Deect Sales Phoorex Existing 
22, 12/2/2010 59.95 TY Customer Sence Eant Valley New 
23, 122/010 19.95 VOIP Phone Customer Serce East Valley Existing 
4 AAO 39.95 intarsat Customer Sarace = Wast Valley Existing 
28) 12/2/2010 99.95 Package Dewct Saks Phoures New 
2 eran 13 96 Ty OCusomer Serce Phoorex Existing 
27) 42/2/2010 $9.35 Ty Customer Sere East Valley Existing 
28) (12/10 99.95 Package Deect Sales East Valley Existing 
29 t2A2F ANNO 3% intercat Customer Serace Phoerex Easting 
2) 1220 5.95 TV Deoct Sues Phoerex few 
31 eRranio 595 miernet Customer Serce Vroat Valley E siting 
22) 12/2/2010 $9.35 TV Customer Sere East Valey Existing 

[Ms em) shweth “areet2 thesta fd 3K 

: a 6 0 E F 6 | H 
Bate Amount . — Castomner —_, @ 
2) ‘272010 19.95 VOIP Phone Dewe! Salve Phoeres Existing 
3 12/2/2010 33.95 intemat Customer Some  Phoorex Esitting = 
4 Anno 4.95 Internat Customer Sanice — Phoarex Naw 
5 42/2/2010 39.55 Paechage Drect Sales Phoerex Existing 
6 1fano 19.95 VOIP Phone Customer Sermce East Valiey Existing 
7 12/2010 9K internet Customer Senne Phoers z New 
8 12/2/2010 99.95 Package Direct Sales Wost Valley Existing 
9 Tao 71% intersat Dvert Sales East Valley Existing 
10, t2yanio 59.5 TV Customer Sere East Valley Existing 
+o ranvanio 99 95 Package Customer Serxe [ast Valiey New 
2 12AAN0 39.95 interest Direct Sales Phowrex Existing 
3; 12/2/10 3.95 interat Customer Some Photon Evitting 
M4 AAO 9.95 Iv Customer Sensca — Phowrex Existing 
13 42/2/2010 13.35 VOIP Phone Drect Sales Phoerex Existing 
Is 12are10 945 ntemet Customer Sone Phoorex Esisting 
i?) 12/2/2010 7.95 Package Customer Sernce = West Valley Enisting 
8. 2/2/2010 99.95 Package Customer Sora East Valiay Evicting 
9 Aro 995 TV Dvect Sales Phoerey Eateting 
20, 12/70 59.95 TV Custome Senke Vue Valley Existing 
2) Warvenio 5% intermat Depct Sales Phoerex Existing 
22. 12/2/2010 53.95 TY Customer Sence  Eant Valley New 
23, 122/010 19.95 VOIP Phone Customer Serce East Valley Existing 
2” eA 39.95 mtarsat Customer Sarace — Wast Valley Existing 
28) 12/2/2010 939.95 Package Deect Saks Phoores New 
2 Ween 5% Tv Cusomer Semce  Phoorex Existing 
a7) 4272/2010 53.35 Ty Customer Sernce East Valley Existing 
28) 12M 99.95 Package Deect Sales East Valiey Existing 
2 8 s27"N0 31% internat Customer Serace Phoeres Existing 
2) 12/2/10 59.5 TV Deoct Sules Phoerex heew 
3} 1eRrano 55 mternet Customer Sence Vrost Valley Esinting 
a2| 12/2/2010 59.95 TV Customer Sere East Valiey Existing 
Hoo % Sheet] Beet?  Sests fs ue 


Reduce Table Size 


' S - a - | 
? Tafa 18.55 iG Phone 
4 1220 33.35 luemel 
i _cli ART 4 ingame 
a Right-click on any cell $e SES ee 
: E 1a 19.05 VF Phove 
in the row or column > 1aanaia 3 34 intemal 
a ian 955 Package 
you want to remove a lagen 2) $4 Intamat 
f th t bl if 12erang 05 Ti 
ii) aera 7.95 Package 
rom € table. aan 494% imemel 
1) 22h 3955 Intemel 
ia aaraid ie Tv 


@ In the context menu 


2200 
ig iaraend 








th at appea ES, cl ick aera 3494 Package Customer Semico Wilest ‘saliay erating 
ef: 1200 835 Pockage Cettomu Serica East Valoy Exringy 
Delete is) Ace fae Ty Greet Sales | Phaanis Fasting 
° 2. T2ean0 S95 Ty CaitenerSemce: Wet Vakey Emsbng 
a ev #425 liemnel Chnck Shalt Phoane Eankng 
° 2) aa 06 Tt CottomerSamice Past valay New 
& Cl ick Table Col U mM ns or m iano 13.35 VORP Phone Cystine Serica East Valluy Exriliny 
aed 22.95 Intemet Centomer Sarre Weal abay Pxishng 
Table Rows. BH ina 99.95 Package Cirect Sales Phoenix Mew 
Te aaa 56 Ty Ceatomer Gerace Phoanin Exriiing 
wen £08 Th Customer Sanice Cast Valay Exiting 
° 28: 122010 3.95 Pookage Direct Sikes East Valluy Exriiny 
Note: This example removes 2 Tare) 4 5 inane Cunt iortier Spare Pt Ilan 1 Enrabray 
4 1220010 96- Te Dorect Sales Phoenix New 
ad column. a aan 79.55 itemet Cesborne Berice  Wileat ‘valley Exrihing 
a aan aon Te Customer Service Past Vaiay a 
MORN Sheet) Set ee ta 
@ Excel removes the iA s ¢ 5: E = 
© ate) = emus) = Accewsnnd Tyger Cami ye = Blew Cantina 
column from the table — agape oe ree tinct Stee rare Ean 
4 12a 7555: leernel (ayatore: Semice — Phoen Enraling 
1 a 1A 95 beter Customer Serica Phoania Alea 
along with any S| (aan 795 Package Direct Sales Phatnix Euchng 
° f ° ° 6) aaa 19.05 WF Phere CwikemnerSermce Eaal Yalley Exealing 
In ormation It 7 Taian 4 34 btemel Contec Service Phadnis Mew 
contained a 12a 5.55 Package Direct Sale Weal Vabny Enmaling 
7 q Taher) 754 eterried Daranet Siri lee East Valley Cesihing 
Wy Teaanio 5095 Ty CwitemerSence East Valley  Exesting 
haa #90 Package Cwiherne Serace Easl valley Hew 
1) ae 23 i eet Carect Sales Phonnin Busting 
3) 1220 7355 tenel uation Service Phone Ennling 
141 Guae Say Cusheener Sarre Phasnis resting 
13 1aaanig 19.95 Se Pihcore Dirget Sales Phosnis Ewsting 
1a ae 2.55 Injemel Cwilene Sermce  Phoene Exciling 
LT, Tamang 33 36 Package Coshome Geraci Viest ‘Vainy Cnesting 
ie: 1280 395 Pockage Crit Sanico Eaal Valloy Earling 
La Tare) Se Th Donget Sales : Phaantt Gusing 
a) T2210 5295 Ty aiken Semce Wet vakay  Emestng 
ah ea Jao leer Cirdeh Salad Phoane JEnraling 
WW) aang To o8 Te CostomerSanice- Past valley Mew 
(aad 193.535 VOR Phone Custom Sarico East Valloy Enriling 
7a Tae) 344) ister Cighnener Sarina Weat Valay essing 
3) isoaig 3335 Package Carect Sales Phoeme New 
Te igen 54 Ty Ceaboner Gerice Phonan Exrainy 
Wave fa OT CustonerSamice fast valley Easting 
2: 1200 73.95 Pockoge Danect ilies Eaut Valloy Enriling 
2 Tare) A internet Chena arate Phi nent 7 Sesaling 
@ 120 595 Te Carect Sales Phoonia New 
aa 745 teamed Cuabome Serice Weal Wuley Enriling 
a2 Wea Bah Te Customer Serica East vallay  Passting 
Aly. joa 0) Sheet] «Greet? Skeet Fa LEE 


13.95 VO? Phone 


2.35 inlemal 


E Carect Gales 


Customer Service 
Curbomer Samce 
Direct Sales 
Cwuitomer Serica 
Costomer Seraice 
Direct Sales 
Corset Sale 
Cuntemor Serica 
Gwabomne Serace 
Canect Gales 
Customer Service 
Customer Sanaire 
Cerect Sales 
Cwilamer Semce 


Working with Tables 


Phonnia 
Phoenin 





Wie "aliay 
Baal Vinay 
East Valoy 
Eaal Valey 
Phoanie 
Phoeni« 
Praanie 
Phoeni« 
Phoarue 





bo 






chapter 2 , 
























“uy 
Copy 
Pathe Option 
[risert 
Delete i co This (chirene 
Sefact ©) Se Table Bouse 
Ira Logerntt 
nt 
Pater 
Tage 
lndert Capper 
Eau af Gras 
Peed Fore irra ok 
fe 















How do I move a table to 
another location? 


Ww To move a table within the 


same worksheet, click in 
the table and place {) on 
the outside border of the 
table ("A changes to +}). 
Drag the table to the new 
location. To move the 
table to a new worksheet, 
select the table, click Cut 
(| ) on the Home tab, 
select the cell representing 
the upper-left corner of the 
table on new worksheet, 
and then click Paste on the 
Home tab. 


How do I select a table? 


Move {7 to the upper-left 
corner of the label cell in 
the upper-left corner of the 
table (( changes to &) 
and then click. You can 
also select table rows or 
columns by moving [9 
into the column heading 
area or to the left side of 
the entry in the left column 
of the table (Cp) changes to 
$ or =). Click to select 
the table row or column. 


How do I add a row or 
column in the middle of 
the table? 


w Right-click on a cell that 
appears to the right of the 
column or below the row 
that you want to add. 
When Excel displays a 
shortcut menu, click Insert. 
Click Table Columns to the 
Left to insert a column to 
the left of the selected cell. 
Click Table Rows Above to 
add a row above the 
selected cell. 
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Use a Data 
Entry Form 


ou can manage the data in a table by working 
directly in the table or you can use a form to 
manage the data in the table. In fact, you can 
use a form to manage data in a range that you have 
not formatted as a table, as long as Excel can recognize 
your data as a table. Excel can recognize your data as a 
table if you make sure that you include a row of 
column labels at the top of the range. Many people 
prefer to use a data entry form to work with table data 
because when you use a data entry form, you can 
enter new data, edit existing data, and find data. 





Use a Data Entry Form | 


Display the Form Button 


@ Click F. 
® Click More Commands. 


The Customize the Quick Access 
Toolbar page of the Excel Options 
dialog box opens. 


© Click here ([F)). 
® Click Commands Not in the Ribbon. 
& From this list, click Form. 
© Click Add. 
@ The Form command appears here. 


©@ Click OK. 
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To display a form that you can use to manage data, 
you use a command that does not appear on the 
Ribbon by default. However, you can add the 
command to the Quick Access Toolbar by customizing 
it. When you finish customizing the Quick Access 
Toolbar, a new button appears on it that you can use 
to display a data entry form for your table or range. 
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Enter Data © 
Zig 9-@-& 710-tablesdsx - Microsoft Excel 
© Click any cell in the table. a Home Insert Page Layout Formulas Dats Review View Design , 
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12/2/2010 Existing 
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. 7 : 19 2/2010 Existing 
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22 ~»3=« 12/2010 New 
® Repeat steps 10 to 12 for 23. 12/2/2010 Existing 
each new row of 24 83=6 12/2/2010 Existin 
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add to the table. Date: » New Record 
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Excel adds the new Actoast Type: Delete 
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Branch: 
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Can I control the placement of the Form 
button on the Quick Access Toolbar? 


Yes. You can control the placement of all 
the buttons on the Quick Access Toolbar. 
Complete steps 1 and 2 in the subsection 
“Display the Form Button.” In the 
right-hand column, click the Form button. 
By default, it appears at the bottom of the 
list. Click [* and [¥ to move the button up 
or down in the list, which results in the 
button moving left or right on the Quick 
Access Toolbar. 


v 





When I add new data, where does Excel 

put it? 

w If the data in your table is not sorted, Excel 
places the new information in the first row 
of the table, just below the column 
headings. If your data is sorted, Excel places 
the new information in the table in the row 
where it would appear based on the sort. 


When I add new data, must I fill in all the 
fields listed on the form? 


w No. From a technology standpoint, none of 
the fields on the form are required and Excel 
does not force you to fill in all the fields. 
However, if you do not fill in all the fields, 
some of the entries in your table will be 
incomplete. 
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Use a Data 





Entry Form (continued) 


n addition to adding new entries, you can use 

the form to search for entries as well as to edit or 

delete existing entries. When you search for 
entries, you establish search criteria by using the form. 
The more criteria you enter on the form, the more you 
narrow the search. Excel searches initially from the top 
of the table and displays the entry that matches your 
query. 
You can determine which entry you are viewing by 
looking in the upper-right corner of the Form window, 
where Excel displays the entry’s record number. 
Remember that the record number does not 


Grocers Entry Form (continued) } 


Search for and Edit an 
Entry 


a) Click the Form button 
((S). 


@ Click Criteria. 


A blank form appears. 


@ Type your criteria. 


® Click Find Next or Find 
Prev. 











a B | Cc | 
| DE - ea) - ST - 


; Uae 


correspond to the row number and, in fact, will be 
one less than the row number because Excel does not 
count the first row of the table, which contains the 
labels, as an entry. If more than one record matches 
your search criteria, you can click buttons to view the 
next or previous entries. 


Once you find a record, you can examine the entry in 
the Form window or in the table behind the Form 
window. You can also make changes to the entry in 
the Form window or in the table, and you can use the 
Form window to delete a record. 
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Excel finds a record A : an p t 
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the Opened By field from 
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What does the Clear button 
do? 


w The Clear button removes 


Can I use the Restore 
button to retrieve an entry 
I deleted? 


How do | delete an entry by 
using the Form window? 


Complete steps 1 to 4 in 


4 


v 


the subsection “Search for 
and Edit an Entry” to find 
and display the entry you 
want to delete. While 
viewing the entry in the 
Form window, click the 
Delete button. If you 
change your mind about 
deleting the record, close 
the Form window and then 
click Undo ([# ). 


4 


No. You must close the 
Form window and then 
click [ . You can use the 
Restore button to remove 
any typing while setting 
criteria or editing an entry, 
but the Restore button 
only works if you click it 
before you save the entry. 
Once you save the entry, 
you must close the Form 
window and then click | 
to Undo changes. 


criteria that you specify in 
the Form window so you 
can change the criteria and 
search for a different entry. 
If you mistype while 
specifying criteria and 
Excel does not find any 
entries that match the 
criteria, Excel might display 
the first entry in the table 
or the last entry you 
viewed. Close the Form 
window and then reopen it 
to specify new criteria. 
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Create a Drop-Down 
List for Data Entry 





Consistency is important when you later want to find 
a particular entry in a table. If the entries are made 
inconsistently, you will have a harder time finding the 


ou can control the information entered into a 
table by providing a list of valid entries for 
each column in the table. That way, when a 
user wants to add entries to a table, the user can open 
the list and select the appropriate choice from the list. 
Using this technique ensures that the information 
stored in the table remains consistent. 


from finding an entry. For example, if you search for 
“Internet” and the entry you are trying to find 
contains a misspelling of “Internet,” Excel cannot find 
the entry. However, if you provide a list of entries from 
which to select, misspellings and inconsistently 
entered information are no longer an issue. 


Before you establish a list of valid entries, you need to 
list the valid entries in a range outside your table. 
Then, you can identify them as the valid entries when 
you set up the drop-down list for each column. 


entry. Even a simple spelling mistake can stop you 


Create a Drop-Down List for Data Entry 





@ Outside the table in your 
worksheet, create ranges 
that contain valid entries 
for each column of the 
table. 


@ Select the cells in the first 
column for which you 
want to establish a list of 
valid entries. 


Note: Do not select the column 
label. 


© Click the Data tab. 
® Click Data Validation. 


The Data Validation dialog 
box opens. 


@® Click the drop-down 
arrow ([-]). 


© Click List. 
@ Click Fx. 
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Excel collapses the Data 
Validation dialog box. 


Drag to select the range 
containing the valid entries 
for the selected column. 


Click |Gal. 


Excel redisplays the Data 
Validation dialog box. 


Click OK. 


Excel establishes the valid list 
entries for each cell you 
selected in step 2. 


Click outside the selected 
range to cancel the selection. 


Click any cell in the range 
you selected in step 2. 


Excel displays a drop-down 
arrow ([*]) beside the cell. 


Click [+]. 


Excel displays the valid 
entries for the cell. 


Repeat steps 2 to 11 for each 
range for which you want to 
establish valid values. 


Does it matter where I put 
the list of valid entries? 


w Yes. The list should be on 
the same worksheet as 
your table. If you place the 
list on a separate 
worksheet, then you need 
to create a named range 
for the list. Do not perform 
steps 7 to 9; instead, type 
the name of the range in 
the Source field in the Data 
Validation dialog box. 
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— 19.95 VOIP Phone Direct Sales Phoenx 
2580 39.94 Internat Customer Serace = Pnoanix 
Wo 93.95 Package Customer Servce West Valley 
12/2/2010 99.95 Package Customer Serece East Valley 
12/2/2010 5995 Tv Crrect Sales Phoenx 
12/2/2010 59.95 TV Customer Serice = =—- West Valley 
22/2010 39.95 Intermet Crest Sales Phoenx 
12/2/2010 $9.95 TV Customer Serace = East Valley 
12/2/2010 19.95 VOIP Phone Customer Serace East Valley 
T2fa72010 33.35 Intarmat Customer Servce = Wast Valley 
f2/272010 54 95 Package Direct Sales Phoenix 
12/2/2010 59.35 TV Customer Serece Phoenix 
32/2/2010 S995 TV Customer Seeace East Valley 
122010 99.95 Package Direct Soles East Volley 
T2/2/2010 39.95 intermet Customer Serice Phoenix 
T2/277010 59.95 TV Ohrect Sales Phoenx 
t2/2/2010 39.95 Intemmet Customer Serace West Valloy 
12/2/2010 $9.95 TV Customer Serece East Valley 


«> December. Sheeti “Sheet? “Sheets  “Sheett “Sheets 


Is there another way to 
establish a list of valid 
entries? 


wv If your list is short, you can 
skip step 1 and steps 7 to 
9 and then type the entries 
directly in the Source field 
in the Data Validation 
dialog box. Separate the 
entries by using the list 
separator specified in the 
Regional Settings dialog 
box — use a comma if you 
use U.S. regional settings. 
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Can a user type 
information into the cell if 
| set up a list of valid 
entries? 


w Yes. The user does not 
need to select a value from 
the list as long as the user 
enters a valid value. If the 
user enters an invalid 
value, an error dialog box 
opens, explaining that only 
valid values can be entered 
in the cell. The user can 
then click the Cancel 
button and open the list to 
identify the valid values. 
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Filter or Sort Table 
Information 





hen you create a table, Excel automatically made by customer service or by telemarketers, the 

adds AutoFilter arrows to each column. branch office responsible for the sale, and whether the 

You can use these arrows to quickly and sale was made to a new or existing customer. You can 
easily filter and sort the information in the table in a filter the table to display, for example, only those sales 
variety of ways. made to new customers by a particular branch office. 
When you filter a table, you display only those rows You can also use the AutoFilter arrows to sort 
that meet conditions you specify, and you specify information in a variety of ways. Excel recognizes the 
those conditions by making selections from the type of data stored in table columns and offers you 
AutoFilter lists. Suppose your worksheet contains a sorting choices that are appropriate for the type of 
table that tracks daily sales by a cable service provider, data. For example, in a column containing numbers, 
and your table shows the date of purchase, the you can sort from smallest to largest, while in a 
amount, the type of account, whether the sale was column containing text, you can sort alphabetically. 


he or Sort Table Information 




















Filter a Table S 
: 2 12/1/2010 59.95 Tv &] SortAtoz rxisting 
@ Click the drop-down 3} 12/1/2010 _—_—39,95 internet |Z] Sotztoa Existing 
arrow ([*]) next to the 4 12/2/2010 39.95 Internet Sent by Color » |Fxisting 
| headi t § 12/2/2010 ul. Sa PR aera aaneee Existing 
column =a ng you wan 6 12/2/2010 99.95 Internet || Fxisting 
to use for filtering. 7 12/2/2010 19.95 VOIPPhom * |New 
8 12/3/2010 39.95 Internet | eet EIIers ” IPxisting 
Excel displays a list of 9 | 12/3/2010 _59.95T | [Seareh A) |existing 
ible fil d all AO) 12/3/2010 39.95 TH 7 ® (Select Al) Fxisting - 
posible Wena eal aie Wi) az/ajzoio—sasstvy | east vay Existing 
selected by default. ¥2\_12/a/2010_39.95 Internet | | Phoenes New 
13, 12/4/2010 _19.95 VoIP Phon, oiiieatanad Existing 
@ Click the (Select All) check 14 12/4/2010__19.85 VoIP Phony Faisting 
15 12/5/2010 59.95 TV Existing 
box ([ll] changes to [5)). 16 12/5/2010 59.95TV Fxisting 
: ; ; 7| 12/5/2010 19,95 VOIP Phon Existing 
@ Click a filter choice 18 | 12/5/2010 59.95}TV Fxisting 
vi). ‘W9) 12/5/2010 39.95 Internet @ ... (ceanctiaal Ncw 
(oO changes to (a) 20) 12/6/2010 19.95 VOIP Phony |= Sant (Fxisting 
: 21, 12/6/2010 _-39.95 Internet Customerservice "East valley” Existing 
@) Repeat step 2 until y oo 22) 12/6/2010 39.95 Internet _ Customer Service East Valley New 
have selected all the filters 23| 12/6/2010 39.95 Internct ‘Customer Service  =WestValicy New 
you want to use. (24) 12/6/2010 39.95 Internet Customer Service East Valley New 
25) 12/6/2010 39.95 Internct ‘CustomerService —s Phoenix New 
® Cli k OK 26) 12/7/2010 59.95 TV Customer Service Phoenix Existing 
IC ° 27. =: 12/7/2010 19.95 VOIPPhone Customer Servicc East Valicy Existing 


Excel displays only the 
data meeting the criteria 
you selected in step 2. 








59.95 TV Customer Service Phoenix Existing 

8 12/3/2010 39.95 Internet Customer Service Phoenix Existing 
3 | 12/3/2010 59.95 TV __irectSales Phoenix Fisting 
10) 12/3/2010 59.95 TV Direct Sales -Phocnix Existing 
41) «12/4/2010 = 59.95 TV ‘Customer Service Phoenix Existing 
16| 12/5/2010 59.95 TV ‘Customer Service —- Phoenix Existing 
47) 12/5/2010 19.95 VOIP Phone Customer Service Phoenix Existing 
18 12/5/2010 59.95 IV Customer Service Phoenix Existing 
19) 12/5/2010 39.95 Internet Customer Service Phoenix New 

20) = 12/6/2010 19.95 VOIP Phone Customer Service Phoenix Existing 
2! 12/ 6/2010 39.95 Internet ‘Customer Service ‘ “Phoenix New 
26) 12/7/2010 59.99 1V Customer Service Phoenix Lxisting 
26 





Sort a Table 


Working with Tables 
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== _s c 1B . F 
SR EE ———————a Gl tranch G3 customer 
. Customer Phoents Existing 
@ Click the drop-down it West Valley _ Existing 
Custorner Service East Valley Existing 
arrow ([*]) next to the losniniat scenes leak aies —ioeminn 
7 Customer Service East Valley Existing 
column heading you Oru * TeustomerSendca lean Valley teow 
sriyromk dents * | Customer Service Pnoeni« Existing 
Wa nt to Use fo r Search -P Direct Sales Phoenix Existing 
1 1 A lSetect AD) _ Direct Sales Phoents Existing 
fi Ite rl Ng 19.95 Customer Service Phoenkx Existing 
<i Customer Service West Valley New 
i i roe Customer Serve  WestValley — Existing 
Excel d ISp | ays a list of Customer Service Last Valley Existing 
possible sort orders. Customer Service _iphcentx__ sisting 
_Oustomer Service West Valley Existing 
Custorner Service Phoenm Existing 
@ Click a sort order. Custemerservice Phoente Existing 
Customer Service Phoenix New 
a ae [_conen—} | Customer Service Phoents Existing 
Tye “SES eternet Customer Service Cast Valley Existing 
| 12/6/2010 29.95 internet Customer Service Fact Valley New 
23, 12/6/2010 39,55 Internet Customer Service West Valley New 
12/6/2010 39.95 Internet Customer Service East Valley New 
12/6/2030 23.95 Internet Customer Service Phoenix New 
|__ 12/7/2010 59.58 TV Qustomer Service Phoenix Existing 
12/7/2010 19.95 VOIP Phone Custorner Service East Vall Existi 
@ Excel reorders the are c 5 3 : 
, : MN ~ ed ec ul” Ad > fo Peed =| 
information based on : 19.95 VOIP Phone CustomerService East Valley New 
‘ 7 | 1afs/2010 19.95 VOIP Phone Customer Service West Valley Existing 
yo ur c h oice in ste p 2 . __12/a/2010 19.95 VOIP Phone — Custorner Service East Valley Existing 
12/5/2010 19.95 VOIP Phone Customer Service Phoents Existing 
| 12/6/2030 19.55 VOIP Phone Customer Service Phoenix Existing 
12/7/2010 19.55 VOIP Phone Customer Service Last Valley Existing 
| a/ij2o10 29.95 Internet Direct Sales West Valley Existing 
12/2/2080 39.95 internet Customer Service East Valley Existing 
| 12/2/2010 39.53 Internet Customer Service West Valley —_Existing 
| 42/2/2010 39.95 internet Customer Service East Valley Existing 
12/3/2010 39.95 internet Customer Service Phoenix Existing 
12/4/2010 39.93 Internet Customer Service  WestValley New 
| 12/5/2010 35.55 <i — Cusi@erServce Phoenix New 
12/6/2010 39.95 internet Customer Service Fast Valley Existing 
© 12/6/2010 34.55 Internet Customer Service tast Valley New 
| 12/6/2010 59.95 Internet CustomerSenvice = West Valley = New 
12/6/2010 75.95 internet Custaener Seevice East Valley New 
12/6/2010 39.95 Internet Customer Service Phoenix New 
| 42/1/2010 59.55 TV Customer Service Phoents Existing 
| 12/3/2010 59.95 TV Direct Sales Phoenix Existing 
| 12/3/2010 59,95 TV Direct Sales Phoenix Existing 
23) 12/4/2010 59,55 TV Customer Service Phoentm Existing 
| 12/5/2010 55.95 TV Customer Service Phoenix Existing 
12/5/2030 59,95 TV Customer Service West Valley Existing 
12/5/2010 59.55 TV Customer Service Phoenix Existing 
oO! ER 2 12/7/2010 59.95 TV Custorner Service Phoentx basting 





How does the Sort by Color option work? 


wv If you apply font colors, cell colors, or both 
to some cells in the table, you can then sort 
the table information by the colors you 
assigned. You can manually assign colors or 
you can assign colors by using conditional 
formatting; see Chapter 23 for more on 
using conditional formatting. 


What happens if | click Number Filters? 


Excel recognizes the kind of data stored in 
each column of a table and offers you 
additional filtering choices based on the 
data type. Number filters include choices 
such as Equals, Greater Than, Between, and 
Top 10. For example, if your table contains 
sales data by salesperson, then choosing 
Top 10 displays the entries for the top ten 


| do not see the AutoFilter drop-down salespeople in the table. 


arrow ([-]). What should I do? 


‘w Click the Data tab and then click the Filter 
button. This button toggles on and off the 
appearance of the AutoFilter drop-down 
arrow ([~]) in a table. 


How do I remove filtering so I can see all 
the table data? 


Ww Click each AutoFilter drop-down arrow ([+]) 
and then click Clear Filter From or click the 
Select All check box (|L]| changes to [ll)). 


431 


Change the 
Table Style 








ou can apply a table style to your chart to Table styles do not override any formatting you may 

change the colors in your table. Table styles have applied to the cells in the table before you 

are combinations of colors, and the Excel converted the range to a table. If you find that you 
Table Styles Gallery organizes the available color cannot apply a table style, you can remove the 
combinations into three categories: Light, Medium, manually applied formatting. 


and Dark. While the three categories remain, you can 


change the color combinations that are available in 
each category if you change the document theme in 
the workbook from the Page Layout tab. For more on 
working with themes, see Chapter 4. 





How do I remove manually applied 


You can select a table style from the Table Styles formatting? 

Gallery or, if you cannot find a table style that suits W To remove background fill colors, click 
your needs, you can create your own table style by the Home tab, and then click the 
using the New Table Quick Style dialog box. drop-down arrow ([]) beside the Fill 


Change the Table Style 








@ Click anywhere in the 
table. 


@ Click the Table Tools 
Design tab. 


© Click F. 


The Table Styles Gallery 
opens. 


® Point at a style. 


@ Live Preview displays the 
table with the style 
applied. 


© Click a style to apply it. 
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Color button ([&) to choose No Fill. 
To remove font colors, repeat this 
process by using the Font Color 
button on the Ribbon, which appears 
immediately beside [%. 
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Apply Special 
Formatting 


ou can apply special formatting to the first 

column, the last column, or both the first 

and last columns of the table. When you 
apply special formatting to the first or last column, 
Excel applies boldface to the words or numbers that 
appear in those columns, making them stand out to 
draw the reader’s attention to them. If the table style 
uses black type, then the special formatting makes 
the type black in the specified column bolder. 
Similarly, if the table style uses white type, then the 
special formatting makes the type white in the 
specified column bolder. 


| wT Special Formatting | 


@) Click anywhere in the table. 
Q Click the Table Tools Design tab. 


© Click the First Column or 
Last Column check box 


((_] changes to |W). 


Note: This example applies special 
formatting to the first column. 


@ Excel adds the formatting to 
your table. 
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Working with Tables 


You would apply special formatting to the first 
column, the last column, or both first and last 
columns for a number of reasons. For example, you 
might apply special formatting to the last column if 
it contains totals for values in the columns to the left 
of it. You might apply special formatting to the first 
column if the information in that column drives the 
information in the table; for example, if the table 
contains the grades of students for a variety of tests 
and student names appear in the first column, you 
might apply special formatting to the first column. 
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Display or Hide 


Banding 


ou can add row and column banding to a 
table to improve its appearance and its 
readability. The effect of row banding depends 
on the style originally applied to the table. 





In many cases, row banding displays the rows of a 
table in an alternating pattern by using two shades of 
the same color. In other cases, row banding results in 
Excel applying color to the gridlines that separate the 
rows. Some table styles automatically include row 
banding, while other table styles do not, and you can 
add or remove row banding to or from any table, 
regardless of the style applied to the table. 


Display or Hide Banding 





Table styles do not automatically include column 
banding. Column banding can display the columns of 
a table in an alternating pattern by using two shades 
of the same color. Column banding can also add color 
to the gridlines that separate the columns. 


You can add column banding to any table, and you 
can simultaneously display both row and column 
banding. You might find that your table becomes 
more difficult to read when you apply banding to 
both rows and columns, unless the banding effect 
simply colors the gridlines that separate rows and 
columns. 





Display Column Bands 


a Click anywhere in the table. 
@ Click the Table Tools Design tab. 


@ Click the Banded Columns check 
box (|| changes to |v). 


Excel applies shading to alternate 
columns. 


434 





















zl ei - &- als babii : hcrepeh [ool 
fit. | Homes buar Pega Liou brreaia Seta brome ore Sin 
fobee Mine Ee tae arite Ss ecrtabie _—_ ov) Kenicdet Bw Piet Caterer 
Tabint IP beeen Dus tetatzt > = H Bw Lat feb 
got Pricey Fate x Opn! 1 iege — ee Batted hee Banded Céhee 
—s F tat Feat 
cr 7 | t 
‘reat a 3 a Ec E i & 
1 Bate + | Aummatmnt = onl Type ru Bai = | Cuntammaet I= | 
a | LiviLfans a9 canis [mi rlirng 
1 Lehane 7395 Intemat Danie Saleg A lly Euietirig 
r Lana 35.95! iibeerrest Customer Serve Enst ilhiey Eaisting 
§ LEfafatp 79.95) Inbermat Gustomer Service West valley Enintirg 
Bi) inane 33.95 | Inbarrant Cutomer Seneca East wel lep Existing 
Z Lt i} LS35)09P Pome =| Customer Service East allie New 
A Le eo ma Wa) |r iret Cigtimer Senoce PRosrit [ring 
9 Liane sa.04\Ty [Corwst dabet Ponies [uinlirng 
iD Lea a4 Te Cerece taken PRoeria [Cai ntirg 
if Lifasis sa Ty Guitem af Servite Paria (aiming 
a Lifafarb 79.93 | abet Cuadt oma Sanne Wert Vallay ‘howe 
LB] Lia B18 LSS5 SRP Prome | Curtomer Serene West Walliay Ewistirng 
ia) 12 /fafnne LSS AP Peore  Cushomer Serrioe Eagt Walle Existing 
16 LIS D018 55.95 /TY Customer Service Prucaras Emi ting 
1G) Lisanne so.55/T¥ Customer Serene West Malley Eu stiryy 
LF Liye Lo 1S Pore | Cigtomer Service PResris (mi rlinng 
16 LSAT 9 94h Guitimdr Senate |PReseris (aiming 
1a) Lisanne 15.95 | |fibeerrent | Ciao ar Siero PReeria hes 
a0 Liye aa LTS Peel ue Gerri PRje@fis Laidliry 
al Layfaranne 1535 | beerreet Gaitomer Serrice Caat allay Lasting 
at LIfesnve 75,95) Imbert Customer Sereice East Walley Hew 
a 114 33.95) |rberrost, Cuetomer Saran act Vial ling hie 
mM it 72.95 Inbemat Customer Serving Euat allie New 
A] v1e 3395) [rebeerreet Customer Serving Pham haw 
36 l ff IE 7 Ty Cisthim @f ervite Phaaria Laittirg 
a Lay nan [a7 PPR =| tore Seahorse Lact halliaey Laifinng a 
= 


4 8 ; E o E F g 
| Bute = |Amount,- Aut Type - Opened By = \Branth = Customer = | 
7 j LiLo safe oven ef terrice Papers Cainting 
3 iain re, 95 intaetiet Carwct Sali Wait allay Caigting 
di Liva‘7010 re, 73 inet hither bare oe tan vVillay Caigting 
5 Liyasmis 90.95 tyebaetiet Cugheet tareice Woat Walley Eaiching 
fo 1iyafma 23.9% inborn Curbommr Service Ean Valley Eaizting 
7 Layne L355 \40P Phone Cusbooer Service Ear Vallog haw 
fl La afm0 33.95 dnbernat Cusboear farwice Phoens Existing 
a Laan 55.95 Direct Sales Phoeni Euisting 
ia Lari rh Te Dirnet dali Phiri Crigning 
if Li/4sfini0 9, 0 Te Cuda fer ce Paresh Caiting 
i Lif as inid 194 ineenet Quite farce What Silla Pidiw 
Fe) Liang (3742 VOIP Prone  Cidhomer tariide Writ valley Csigting 
14 Liao L595 AMF Phone  Cushoser temedce Ear Valley Eaisting 
1 1/7010 5295 TV Cusboerene tary oe Poe a Exishing 
16 Lys 708 55.95 Curtocnanr farwine Wiener Syria | ary Existing 
i? LIST L335 OF Phone Customer Serve Poors Eqaisting 
18 Les I01 a4 TY Silene farvice Panna Esithing 
16 L010 73 internat Cuihones bare oe Pare hiew 
wu Livdiiais 1340 Phone Gunter dapvice Proenia Enigting 
at 17/6/0010, Teh Avherreat Cite tareice tae ‘vill tr Cnisting 
mm OLbfesfnid 33.95 irhaenaet Cuthcerder Sarwi oe Ea ally Nitew 

olives 33.95 nberrart Cusboreer farce West ‘hal lare awe 
24 Lae 2. 95 reheat Cushomanr Siar) ne East ‘valley Fiat 
2) 12/6/mHo 3%, 95 eborriat Cuntceer Service Poor her 
S 1 N 010 eos Tv Cuter farvice Pin L[uimting 
a La ni0 14 VO Pa Cutter Sarre fan vallay [niiting 


Display Row Bands 


@ Click anywhere in the table. 
Q Click the Table Tools Design tab. 


@ Click the Banded Rows check box 
(| changes to |W). 


Excel applies shading to 
alternate rows. 


I followed the steps and 


nothing happened. What 
did I do wrong? 


You probably did not do 
anything wrong, and Excel 
probably did add banding. 
Follow the steps to remove 
banding and then repeat 
the process. However, 
before you begin, look 
carefully at the gridlines in 
your table. Then, examine 
them again after you add 
banding. Based on your 
table style, Excel probably 
added color to the 
gridlines instead of adding 
shading to alternating rows 
or columns. 
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If | remove banding and 
then switch to a different 
table style, does Excel 
automatically add 
banding? 


—= 


Vv 


No. Each of the table styles 
has a predefined method 
for applying banding — 
either by using shading on 
alternating rows or 
columns or by adding 
color to gridlines. However, 
if you remove banding, 
Excel applies the next table 
style you select without its 
banding attributes. You 
can view them by adding 
banding to the new style. 
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tate site « Mecrooeft Deco! 





















How do I remove row or 
column bands? 


Adding or removing 


v 








banding to rows or 
columns is a toggle 





operation; performing the 
steps once adds banding, 
and repeating them 
removes banding. To 
remove banding, repeat 
the steps in either the 
subsection “Display 
Column Bands” or the 
subsection “Display Row 
Bands.” When you perform 
step 3, [lv] changes to |], 
and Excel removes the 
banding from your table. 
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Hide or Display 





the Header Row 


ou can hide or display the header row in a 

table. Excel displays the header row by 

default. As you scroll down in a table, the 
header row disappears, but Excel replaces the column 
letters with the labels stored in the header row. 


At times, you might find it appropriate not to display 
the column titles that appear in the first row of the 
table. For example, if your table did not contain a 
header row when you created it, Excel displays generic 
headings in the first row of the table. If you are not 


Hide or Display the Header Row | 


qh) Click anywhere in the table. 
@® Click the Table Tools Design tab. 


© Click the Header Row check box 
((Mi] changes to [L)). 


Note: This example hides the header row. 


@ Excel hides the header row in 
your table. 
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working with filtering or sorting the table, you might 
find these generic titles distracting, so you may prefer 
to view column letters as you scroll through the table. 


When you hide the header row, Excel removes the 
AutoFilter arrow and any filters you applied. In 
addition, although you can refer to the header row in 
formulas even if you hide the header row, references 
to a hidden header row return zero values. When you 
redisplay the header row, formulas calculate properly. 
When you hide the header row, Excel adjusts all other 
worksheet references, and formulas might return 
unexpected results. 
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Work with 
the Total Row 


ou can add a total row to your table. The In the total row, Excel makes available the most 

total row contains formulas that summarize widely used summarizing formulas so you can easily 

the information in the table columns in change the formula. For example, you can use the 
various ways. Excel does not add a total row to the Average formula to calculate the average of the 
table by default. numbers in the column or you can use the Count 


Numbers formula to calculate the number of cells 
containing numbers in the column. You can use the 
Max formula to determine the maximum value in 
the column and the Min formula to determine the 
minimum value in the column. 


When you add a total row to a table, Excel displays a 
total in the last column of that row. If the last 
column of the table contains numbers, Excel will 
most likely include a formula that sums the numbers 
in the last column. If the last row contains text, Excel 
will most likely include a formula that counts the 
number of nonblank entries in the last table column. 


’ Work with the Total Row 
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@ Excel adds a total row to 7 
the bottom of your table. 


gaeck™ 


In this example, the total 
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Total Row (continued) 


hen you add a total row to a table, you 
also find available two other commonly 
used summarizing formulas. You can use 
the StdDev formula to display the standard deviation 
of the values in the last column or the Var formula to 
display the statistical variance of the numbers in the 
last column. 





You are not limited to using the common summarizing 
formulas; you can also insert any of the other 
functions available in Excel. By default, the total row 
displays a formula in the last column of the table only, 
but you can display formulas in any and all of the cells 
in the total row, as appropriate for your table. 


Mat Re (continued) 


You will find that the same formulas as the ones in the 
last cell of the total row are available to you in any cell 
along the total row. The formulas you create by using 
the total row do not use cell references; instead, they 
use references that refer to the table name and the 
labels in the first row of the table. When you create a 
table, Excel automatically creates a named range for 
the table; you can view it in the Name Manager 
window. 





Change the Formula 


@ Click the cell in the total 
row that contains a 
formula. 


@ Excel displays a 
drop-down arrow ([=]) 
beside the cell. 


@ The formula in the cell 
appears in the Formula Bar. 


@ Click the drop-down 
arrow ([-]). 


Excel displays the formulas 
from which you can 
choose. 


eo) Click a formula. 
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fe | =SUBTOTAL( 101, [Test Score Average)) —____8 
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Add Other Formulas to the 
Total Row 


a Click the cell in the total row to 
which you want to add a 
formula. 


Excel displays a drop-down 
arrow ([*]|) beside the cell. 


@ Click the drop-down arrow (FJ). 


Excel displays the formulas from 
which you can select. 


@ Select a formula. 


Note: This example displays the 
highest final exam score. 


@ Excel displays the result of the 
formula here. 


@ The formula appears in the 
Formula Bar. 





Can I create a formula 
outside the table that 
refers to the total row? 


w Yes. The formula returns 
proper results as long as 
you display the total row. 
However, if you hide the 
total row, the formula that 
refers to it returns an error. 
The error continues to 
appear as long as the total 
row is hidden; if you 
redisplay the row, Excel 
can recalculate the formula 
and once again return a 
proper result. 


™M 





a7 


Can I add a total column as 
the last column of my 
table? 


w Yes. But you use a different 


technique for this task. To 
add a total column, place 
the cell pointer in the first 
column outside your table, 
on any row below the label 
row. Then, create your 
formula. When you press 
Enter or click [¥ in the 
Formula Bar, Excel expands 
the table to include the 
appropriate number of 
rows in the column and 
creates the formula in 
every cell in the column 
that is part of the table. 
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What do the numbers in 
the formulas, such as 101 
and 104, mean? 


w When you add a total row, 
you actually use the 
SUBTOTAL function. As its 
first argument, you identify 
the function — such as 
Average or Sum — that 
you want to use in the 
subtotal by using a number 
between 1 and 11. In the 
total row of a table, the 
values that represent the 
type of function to use 
range from 101 to 111. 
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Filter to Hide 
Duplicates 


f you have a table that contains duplicate entries, 

you might want to hide the duplicates. You can 

filter the table to hide the rows containing 
duplicate entries or you can have Excel copy unique 
entries to another location in your worksheet. 


When you are ready, you can delete the duplicates; 
see the section “Remove Duplicates from a Table” for 
more on eliminating the duplicate entries. 


When you filter your table to hide duplicates, you 
identify the range that Excel should evaluate when 
looking for duplicate entries. You also decide whether 
to simply hide the duplicate entries in the table or 
display the unique entries in another location in your 
worksheet. If you choose to display unique entries in 
another location, you identify the range where you 
want the unique entries to appear. 


For example, suppose you provided sales records to a 
data entry person to enter into your worksheet, and 
the data entry person accidentally recorded the entries 
for some sales twice and for other sales three times. In 
this case, you have several duplicate entries in your 
table that should not be there. To continue working 
with your table, you can hide the duplicate entries. 


TTL Yam OM CeCe PUT 0) | Cot oh I 


@ Click any cell in the table. 
@® Click the Data tab. 
© Click Advanced. 
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211222010 39.95 Inlemel Umer Sales Phoenix Exasiing 
22) Te22010 59.55 T¥ Customer Service East Valley New 
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to assign to the table. 2s 1a/z010 99.95 Package Direct Sales Phoenix New 
26 1A ao 69 95 Customer Serace Phoenn Emsting 
: : 27) Taree 59.35 T¥ Customer Senmice (East Valley Existing 
® Click here to filter the 28 tavareoin 99.95 Pachaingpe Ceect Sales Earl Valley Exasting 
° 29) 1/2/2010 35.35 Intemet Customer Senice Phoenix Existing 
table at its current 30 12/2/2010 69.95 TV Direct Sales Phoernx New 
location in the worksheet 31) 122010 39.55 Intemet Customer Sernice West Valley Existing 
a2 Tafe0i0 5o.95 TV Customer Serica East Valley Existing 
(© changes to @). 09 9, Sheath Shee? Sheed a 





@ Filter the fst, in-place 


Lit rere: 


Copy to ancther location 


Crkeris rarrge: 
Copy m! 


_. Unique cecords only 


@ 


sAg1.$F4351 —§_}__ © 


tui) 
rie 


Q Click the Unique 
records only check box 


((_]] changes to |W). 


© Click OK. 


@ Excel hides the rows in 
the table that contain 
duplicate entries. 





How do I copy unique 
entries to a new location? 


vw Complete steps 1 to 3. 


Then, in step 4, click the 
Copy to another location 
radio button (© changes 
to @). Excel makes the 
Copy to field available. You 
can click [Fs] or you can 
simply click the cell in the 
worksheet that you want 
to use as the upper-left 
corner of the range of 
unique entries. Complete 
steps 5 and 6, and Excel 
copies unique entries to 
the new location you 
indicated. 





A D C D c Fr 
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4 __ 12/2/2010 39.95 Internet Customer Service Phoenix New 
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G 12/2/2010 19.95 VOIP Phone Customer Semce Cast Valley Existing 
7 12/2/2010 39.95 Internet Direct Sales Phoenix New 
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eI 12/2/2010] 39.95]intemet Direct Sales East Valley Existing 
10 ~—- 12/2/2010 49 95 TV Customer Serice — Fast Valley Fxisting 
11 = 12/2/2010 99.95 Package Direct Sales Cast Valley New 
12/2/2010 39.95 Internet Direct Sales Phoenix Existing 
12/2/2010 59.95 IV Customer Semce Phoenm Existing 
12/2/2010 99.95 Package Customer Semice = East Valley Existing 
12/2/2010 59.95 TV Direct Sales Phoenix Existing 
17/2/2010 4995 TV Customer Serice West Valley Fxisting 
12/2/2010 59.95 TV Customer Semce Cast Valley New 
12/2/2010 39.95 Internet Customer Semice West Valley Existing 
12/2/2010 99.95 Package Uirect Sales Phoenix Now 
12/2/2010 99.95 Package Direct Sales East Valley Existing 
12/2/2010 59.95 TV Direct Sales Phoenix New 
12/7/2010 49 95 TV Customer Serice West Valley New 
19.95 VOIP Phone Customer Semce Phoenix Cxisting 
12/2/2010 99.95 Package Customer Sermice Phoenix New 
12/3/2010 39.95 Internet Uirect Sales West Valley Existing 
12/3/2010 19.95 VOIP Phone Customer Semice __ East Valley Existing 
12/3/7010 39 95 Internet Customer Senaice West Valley Fxisting 
12/3/2010 39.95 Internet Customer Serice __ Cast Valley Existing 
12/3/2010 19.95 VOIP Phone Direct Sales Phoenix Existing 
12/3/2010 39.95 Intemet Direct Sales West Valley New 
12/3/2010 39.95 Internet Direct Sales Phoenix New 
12/3/2010 59.95 TV Customer Service Phoenix Existing 





What do I do with the 


(© Filler thre lst, er-plece 


ee 


eee cecee ect eteme cee eny 


Criteria range field? 


w You can filter by using 
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© Cypy tu anuller location 
Listrange: _$A$1:$F 351 (Fas) 
Criteria rare: {Ess} 
Copy to: Ea 
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How do I view the 


duplicate entries again? 
w Click anywhere in the 


criteria in the same way 
that you calculate database 
functions by using a criteria 
range. For filtering, the 
criteria range must be at 
least three rows, the first 
row must contain the labels 
shown in the table, and 
you must leave one blank 
row between the criteria 
range and the table. For 
more on using a criteria 
range, see Chapter 16. 


table. Then, click the Data 
tab, and in the Sort & 
Filter group, click Clear. 
Excel removes any filters 
you have applied to the 
table and redisplays all the 
entries in the table, both 
unique and duplicate. If 
table banding appears 
messed up, click the Table 
Tools Design tab and then 
click the Banded Rows 
check box twice (|| 
changes to |_| and then 
|] changes to |v) to 
restore proper banding. 
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Remove Duplicates 


from a Table 


f you have a table that contains duplicate entries, 

you can remove the duplicates. For example, 

suppose you provided sales records to a data 
entry person to enter into a table in your worksheet, 
and the data entry person got distracted and 
accidentally recorded some entries multiple times; 
upon reviewing your table, you have found entries for 
some sales twice and for other sales three times. In 
this case, you have several duplicate entries in your 
table that should not be there. You can hide the 
duplicate entries by filtering, as described in the 
section “Filter to Hide Duplicates,” or you can remove 
the duplicate entries. 


Wr Duplicates from a Table _ | 


qd) Click anywhere in the table. 
@® Click the Table Tools Design tab. 
© Click Remove Duplicates. 


Excel opens the Remove 
Duplicates dialog box. 


@ By default, Excel selects all 
columns to match when 
evaluating for duplicate entries. 
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When you remove duplicate entries from a table, you 
identify the columns in the table that Excel should 
evaluate when looking for duplicate entries. Excel 
classifies entries as duplicate if the values match in the 
columns that you select. Therefore, the more columns 
you include, the stricter you make the requirements 
for identifying duplicates. 


Removing duplicates from a table is a relatively 
permanent action. That is, you can retrieve the 
duplicates only if you undo the action or close the 
workbook without saving. 
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Is there a way to make sure I can get back 
the entries Excel removes from the table? 


w Yes. Before you remove duplicates, copy the 
table to a new worksheet. That way, you 
keep the original table as well as a new 
version that excludes duplicates. To copy 
the table, click an outer boundary of the 
table. Then, right-click on the boundary, 
and from the shortcut menu that appears, 
click Copy. Switch to another worksheet, 
right-click on the cell that should serve as 
the upper-left corner of the table, and then 
click Paste. Now that you have safeguarded 
the information in the original table, 
complete the steps in this section to remove 
duplicates from the original worksheet. 





How do I decide which columns to leave 
selected? 


w If you leave one column selected, Excel 
compares the values in that column for 
each entry. If the values in that column 
match for two entries, Excel considers one 
of the entries a duplicate. If you leave two 
columns selected, Excel compares the 
values in both columns for each entry; if the 
values in both columns match, Excel 
considers one of the entries a duplicate. If 
you leave all columns in your table selected, 
Excel classifies an entry as a duplicate only if 
all the values in the entry match another 
entry in the table. You set stricter 
requirements for duplicate classification by 
including more columns. 
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Convert a Table 


to a Range 


ou can convert a table back to a range if you scroll down the table, Excel no longer replaces column 
no longer need the tools associated with 
tables. When you convert a table back to a longer expand the table size by typing in blank cells 





letters with the labels in the first row. You can no 


range, Excel leaves the formatting applied from the immediately adjacent to the table boundaries. 


table style in place on the range. Special formatting 
applied to the first or last column remains, and if you 
had included a total row in the table, it remains. 


On the other hand, suppose you really want to retain 
the use of the Table Tools Design tab in general but 
you do not want your table to be formatted by using 


However, Excel no longer treats the range like a table. the colorful table styles that Excel applies to a table by 
The table name disappears from the Name Manager default. In this case, you can simply clear the table 
window, and the Table Tools Design tab is no longer formatting instead of converting the table to a range. 
available. Labels remain in the first row, but if you 


Convert a Table to aRange_ | 


Clear Table Formatting 


@ Click anywhere in the 
table. 


QO Click the Table Tools 
Design tab. 


® Click FF in the Table Styles 
group to display the Table 
Styles Gallery. 


@ Click Clear. 


@ Excel removes the visual 
formatting from the table. 


@ The table remains a table, 
and the Table Tools 


Design tab is still available. 
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Convert to a Range 


@ Click anywhere in the 
table. 


@® Click the Table Tools 
Design tab. 


© Click Convert to Range. 


A message appears, 
asking you to confirm 
the action. 


® Click Yes. 


Excel converts the table 
to a range. 


@ The table formatting 
remains. 


@ The Table Tools Design 
tab is no longer 
available. 
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‘If | remove table formatting, can I still 
make the first or last column appear in 
boldface type? 


w Yes. But you cannot do it by clicking the 
First Column or Last Column options on the 
Ribbon. Instead, you must think of the table 
as a range, even though it is still a table, 
and apply range formatting. Select the first 
or last column in the table by clicking its 
column letters. Then, click the Home tab, 
and in the Font group, click [® . Excel 
makes the type in the selected column 
appear in boldface. To remove the boldface 
appearance, repeat this process. 


Is there a way that I can display my table 


by using black and white and apply row 


banding that is a shade of gray? 


w Yes. You do not want to clear table 
formatting. Make sure you have selected 
the Office theme by clicking the Page 


Layout tab, and in the Themes Gallery, click 


Office. Next, click anywhere in the table 
and then click the Table Tools Design tab. 


In the Table Styles Gallery, select Table Style 
Light 1, which should be the second choice 
in the Light category of table styles. Finally, 


make sure that the Banded Rows 


option is 


selected in the Table Style Options group. 
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Understanding 
PivotTables 


PivotTable provides an easy way to 
summarize information stored in a range, a 
table, or an external data source. Using a 


PivotTable helps you present endless rows and 
columns of numbers in a variety of meaningful ways. 





Suppose your worksheet contains sales 
information by day for various types of sales 
made by a cable service provider. The worksheet 
tracks the date of the sale, the amount, the type 
of service, whether the sale was made by 
customer service or direct marketing, the 
location of the branch that made the sale, and 
the type of customer — new or existing — who 
made the purchase. Just viewing the worksheet 
in its native form would not help you analyze 
any of the information. 


You could spend time sorting and filtering the 
data and setting up a series of formulas that 
would answer most of your questions, but using 
a PivotTable is a much quicker and easier way to 
find the answers. Creating a PivotTable takes 
only a few seconds, does not require any 
formulas, and displays the information in an 
attractive format that Excel refers to as a 
PivotTable report. When you create a PivotTable, 
Excel automatically displays the PivotTable Field 
List, which you use to modify the PivotTable. 
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The term pivot means to rotate. In the case of a 
PivotTable, you rotate your data to examine it 
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For example, viewing it in its native form, you 
could not determine total sales for the month for 
any individual type of service. Nor could you 
determine which branch made the most sales. 
Nor could you identify which branch sold the 
most of any particular type of cable service. 
There are many questions you cannot answer by 
simply viewing the data in its native form. 


from a variety of perspectives. The PivotTable 
helps you easily move fields around, nest fields 
within each other, and group information in 
many different ways. As a result, a PivotTable is 
really not static; it changes as you pivot the fields 
in the table. You can also add information to the 
underlying range you use to create a PivotTable 
and then update the PivotTable to include that 
information. 


In a PivotTable, Excel automatically summarizes 
the data by calculating a sum, but you can use 
a variety of summarizing statistical functions. 
This makes PivotTables useful not only to 
summarize numeric data but also to summarize 
text data, such as identifying the number of 
people who reside in a certain ZIP code. 


You can sort and filter information in a 
PivotTable, and you can group information in a 
variety of ways. You can also format a 
PivotTable by adjusting its layout, applying 
styles, hiding and displaying row and column 
headers, and adding and removing row and 
column banding. 


You can add or remove blank rows, hide or 
display subtotals, hide or display grand totals, 
and include calculated fields in a PivotTable. 
You can also use the data in a PivotTable to 
create a PivotChart — a chart based on the 
PivotTable information — that you can use to 
help you further analyze the data. 


When you work with PivotTables, you should 
be familiar with some terms in order to make 
working with them much easier. 
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An item is an element that appears as a row or 
column header. In the figure, Internet, Package, 
TV, and VOIP (voice over Internet protocol) 
Phone are items in the Service Type field. The 
Branch field has three items: East Valley, 
Phoenix, and West Valley. 


Column labels reter to fields that have a column 
orientation in the PivotTable, each occupying a 
column. In the figure, Service Type represents a 
column field that contains four nested columns: 
Internet, Package, TV, and VOIP Phone. 


Summarizing Data with PivotTables and PivotCharts 
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Grand totals appear below the rows in a 
PivotTable or to the right of the columns in a 
PivotTable and display totals for all the rows or 
columns in the PivotTable. You can choose to 
display grand totals for rows, columns, both, or 
neither. The PivotTable in the figure shows 
grand totals for both rows and columns. 


A group is a collection of items treated as a 
single item. You can group items manually or 
automatically (grouping dates into months, for 
example). The PivotTable in the figure does not 
have any defined groups. 


Refresh refers to the action you take to 
recalculate the PivotTable after making changes 
to the source data. 


Row labels refer to fields that have a row 
orientation in the PivotTable, each occupying a 
row. In the figure, Branch represents a row 
field. You can also have nested row fields. In 
the figure, New and Existing are nested rows 
under each branch name. 


Source data are the data used to create a 
PivotTable. Source data can reside in a 
worksheet as a range, a table, or an external 
database. 


Subtotals display subtotal amounts for rows or 
columns in a PivotTable. The PivotTable in the 
figure displays subtotals for each branch. 


A report filter is a field that has a page 
orientation in the PivotTable. You can display 
only one item (or all items) in a report filter at 
one time. In the figure, Opened By represents a 
table filter that enables you to display services 
sold either by customer service or direct sales. 


The Values area refers to an area of the 
PivotTable Field List that displays the cells in the 
PivotTable that contain the summary data and 
the way in which those cells are summarized in 
the PivotTable. 
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Create a PivotTable 
by Using Numeric Data 


ou can create a PivotTable by using numeric 
data stored as a list in a range, a table, or an 
external data source. A PivotTable summarizes 
list information to help you analyze it in meaningful 
ways. Suppose you work for a cable service provider 
and keep a worksheet that tracks sales information by 
day, including the date of the sale, the amount, the 
type of service, whether the sale was made by customer 
service or direct sales, the branch that made the sale, 
and the type of customer — new or existing — who 
made the purchase. Using this information, you can 
answer questions such as the following: 





Create a PivotTable by Using Numeric D 


What were the total sales for VOIP phone service 
during the month? 


Which branch — East Valley, Phoenix, or West 
Valley — sold the most during the month? 


Which branch made the most Internet cable 
service sales during the month? 


Who bought the most packaged cable services 
during the month — new or existing customers? 


Just viewing the worksheet in its native form would 
not help you analyze any of the information. However, 
creating a PivotTable can help you quickly and easily 
answer all those questions. 


ata 





qa Click inside the range or table of 
information you want to use to create 
a PivotTable. 


® Click the Insert tab. 
© Click PivotTable. 


Excel opens the Create PivotTable dialog 
box and guesses at the table or range to 
use to create the PivotTable. 


In this example, Excel suggests using 
Table1 to create a PivotTable. 


® If Excel guesses incorrectly, click to 
select the correct range or table. 


Q Click a radio button for where you 
want the PivotTable report to appear 


(© changes to @). 


This example places the PivotTable on a 
separate worksheet. 


© Click OK. 
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@ Excel displays a 
PivotTable skeleton. 


@ Tabs for PivotTable 
Tools appear on the 
Ribbon. 


The PivotTable Field 
List appears on the 
right side of the 
window. 


7 Click check boxes for 
the fields you want to 
add to the report 


(/_]] changes to |i¥). 


Excel displays the 
PivotTable report. 


@ Each field added to the 
report appears in one 
of the four areas in the 
Areas section of the 

PivotTable Field List. 





How do I use an external 
data source as the 
foundation for my 
PivotTable? 


Ww In the Create PivotTable 
dialog box, click the Use 
an external data source 
radio button (© changes 
to @). Then, click the 
Choose Connection button 
to display the Existing 
Connections dialog box, 
where you can click the 
name of the connection. 
See Chapter 30 for more 
on sharing data. 


- 


pirat, chong bade 
£ oes then Pearl Taatela Powel Lint 


Summarizing Data with PivotTables and PivotCharts 
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| placed my PivotTable on 
the same worksheet as the 
source data, but now | 
realize that it should be on 
a separate worksheet. 
What should I do? 


w You can move the 
PivotTable — but not by 
cutting and pasting. Click 
in the PivotTable to display 
the PivotTable Tools on the 
Ribbon. Then, click the 
Options tab, and in the 
Actions group, click Move 
PivotTable. The Move 
PivotTable dialog box 
opens. Choose to place the 
PivotTable on a new 
worksheet. 
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What does the Clear button 
in the Actions group on the 
PivotTable Tools Options 
tab do? 


w You can use this button to 
clear filters you may have 
applied. You can also use 
this button to remove all 
the fields from the 
PivotTable. This can be 
useful if you decide you 
simply want to start again; 
clicking the Clear button is 
faster than removing the 
check marks from all the 
fields. See the section 
“Filter a PivotTable” for 
more on filtering. 





Pivot Elements 
in a PtvotTable 


ou can control the appearance of a PivotTable 
report by using the Areas section of the 
PivotTable Field List. By default, when you add 
a field to the report by using the Fields section of the 
PivotTable Field List, Excel adds nonnumeric fields to 
the Row Labels area and numeric fields to the Values 
area. If your data contains any Online Analytical 
Processing (OLAP) date and time hierarchy fields, Excel 
adds them to the Column Labels area. 





Excel automatically nests fields if more than one field 
appears in any given area. Excel also nests the fields in 
the order in which they appear in the area. However, 
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you are not limited to the default placement. You can 
reorder fields within an area or you can move fields 
between the areas to adjust the appearance of the 
report and the way in which information is 
summarized. You move fields into the Row Labels area 
or the Column Labels area to display information in 
rows or columns, respectively. You move a field into 
the Values area to summarize information by using 
that field, and you move a field into the Report Filter 
area so you can filter the entire report by that field. 


@ Create a PivotTable and . : : ate SS = 
: : a Cherie ed ack) to eeepc; mal 
add fields to it. 5 Ea Late ——=]sum or Anoumt — 
4 = Cucinmor Sardcm MEW Bee 
Note: For more, see the section Bsns guste Yipee ty 
° ° 4 Mew 12500)  Yibecatinn 
“Create a PivotTable by Using =P hosnie 734 Customer Type 
Numeric Data.” S utie: ee 
| Esrsling {Aes 
° ° ta Aliew rast 
@ Excel places numeric fields 1 biect Sae zi 
° SEast Valloy 1255 
in the Values area. Erstng sae biog Fads manana bao 
be =Phoenia Anon F tect Fite Sl cokes 
1S Fatt 5 er ii 
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d East Veley Eel 
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® Drag a field to the Report + Laeatn  <—— ee oa 
: 2 ——— lsum c . Choose Tekh to acd to report was | 
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4 Customer Service Twa25 
e 5 xi¢ting 1461299 ¢ Service Type 
Excel reorganizes the = 347068 7 Opened 
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= “ome mara? or maguire - Scam Labes 
a Siooea hala’ west @® 
3 “VOIP ache ao 
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I noticed that the numbers 
in the PivotTable have two 
decimal places. How did 
you do that? 


Ww Click any value in the 
PivotTable. Then, click the 
PivotTable Tools Options 
tab. In the Active Field 
group, click Field Settings. 
In the Value Field Settings 
dialog box that opens, 
click the Number Format 
button. In the Format Cells 
dialog box that opens, 
select a format to apply to 
numbers; the example uses 
the Number format. 








How does the PivotTable 
Field List work? 


w The top portion is the 
Fields section, and the 
bottom portion is the Areas 
section. The field list 
displays the column names 
of the source data, and 
you use the Fields section 
to add and remove fields 
from the PivotTable. You 
use the Areas section to 
determine the placement 
and order of fields on the 
report and to set up 
available filters for the 
report. 
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Can I drag fields from the 
PivotTable Field List directly 
onto the PivotTable? 


w Not by default, but you 
can enable a setting that 
allows you to drag and 
drop fields onto the 
PivotTable. Right-click 
anywhere on the 
PivotTable, and from the 
context menu, choose 
PivotTable Options. In the 
PivotTable Options dialog 
box that opens, click the 
Display tab. Then, click the 
Classic PivotTable Layout 
check box (|_]] changes 
to |ivi]). Click OK. 
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Change PivotTable 


Display Opti 

ou can change the appearance of the 
PivotTable field headers, and you can control 
the appearance of the Field List. By default, 
PivotTable field headers appear as Row Labels and 
Column Labels, and you can use the drop-down lists 
that these field headers provide to filter the 
information that appears in the table. If you want, you 
can change the generic labels to more meaningful 
labels that describe the rows and columns of your 


PivotTable by typing in new labels. You can also hide 
the field headers. 





Change PivotTable Display Options 


The PivotTable Field List is also quite versatile. It 
appears by default when you select a cell in the 
PivotTable, but you can hide it from view. You can 
also make it float on-screen or dock it along the right 
side — its default location — or the left side. You can 
reorganize its layout to display only the Fields section 
or only the Areas section, and you can control the 
position of the sections when you display both 
sections or when you display only one section. 





Show or Hide Field 
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Show or Hide the 
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Defer Layout Update 
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‘How do you get the 
PivotTable Field List to 
float on the screen? 


w Drag the title bar of the 
PivotTable Field List to 
undock it; as you drag, $ 
changes to <>. Redock it 
by dragging to the right or 
left edge of the Excel 
window until it appears to 
fall off the screen. While it 
is undocked, you can resize 


the outer border of the list. 


What does the button in 
the upper-right corner of 
the PivotTable Field List 
do? 

w You can use that button to 
organize the appearance of 
the two sections of the 
PivotTable Field List. The 
default appearance is 
stacked, but you can 
display both sections side 
by side or you can display 
just the Fields section or 
just the Areas section. If 
you display only the Areas 
section, you can control 
the layout of the four 
panels. 








What does the Defer 
Layout Update option do? 


w Excel automatically 
updates a PivotTable each 
time you make a change 
by using the PivotTable 
Field List. However, if your 
PivotTable works with a lot 
of data, you may want to 
switch to manual updating 
to improve performance. 
Click the Defer Layout 
Update check box ([L] 
changes to |v) to use 
manual updating. Click the 
Update button to update 
the PivotTable to reflect 
layout changes. 
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Create a PivotTable 
with Nonnumeric Data 


[though most PivotTables are created from information rather than summing it. For example, 

numeric data, numeric data is not necessary using this information, you might want to know how 

to create a PivotTable. You can create a many addresses appear in each ZIP code or you might 
PivotTable by using nonnumeric data stored in a want a count of the number of ZIP codes associated 


range, a table, or an external data source. A PivotTable with a particular city. 
that summarizes nonnumeric list information counts 


.; oe eee Just viewing the worksheet in its native form would 
information instead of summing it. 


not help you analyze any of the information. You 


Suppose you have generated a mailing list that could set up functions to answer your questions, but 
contains name, address, city, state, and ZIP code doing so would be more work than creating a 
information for 75 people. None of this information is PivotTable. A PivotTable can help you quickly and 
numeric, ZIP code notwithstanding, but you can use easily answer all those questions. 


the information to create a PivotTable that counts 


Create a PivotTable with Nonnumeric Data 








qa Click inside the range or table of 

































4 f ‘ Howe Invert vubas Dale Revew View Design 
Intormation you want to use to @ fo) Se BS Pam aa aa iehe? Belen am = @ 
create a PivotTable. a2) EE cman MB ere bescater= icon | 
PreoatTanie t Picture = Clip Column slicer «= Hyperiink 
. Ast 2 Sceernhot . Ew - () Other Char > FA Win/lon 
° levies Pui Mion herts . joanne) Piller Lirity 
@ Click the Insert tab. - ~ GHEE pearson 
. . A 8 Co 0 E F G 
@ Click PivotTable. First Name EX Name | - Fred | - fr | - Bnd - eer 
2 Kathy Engels 16301 N. 28th Way Scottsdale AZ 85255 
3 Oeb Longbene 2941 N. Ramada Cir Mesa AZ 85215 
4 Jerry & Judie Schneck 4587 S. Vineyard Mesa AZ 85210 
5 Shitley Paprock: 5219 Herduge Die Sun Cy West AZ 05375 
6 Alice Paprocki TIBLS No 144)h Lane Sun Chy West AZ 43976 
? ilu Papincki 7H) Desert Glon Orne Sun City West AZ rAS/4 
68 Alice Millor 1414 Spring Moadew Orive Sun City West AZ 8475 
"S [Christy 415 Nath St Phnanex Az Asnen 
10 Gerald 4525 E Tumey Scottedale AZ 065251 
1) James Perle 604 N, G6th Way Scottsdale AZ 05262 
. 12 Don ingle 433 E. Westchester Dr Chandler AZ 85249 
Excel opens the Create PivotTable 13 Lois Glover 9212 N. 80th Place Scottsdale AZ 85258 
. 14 Marjorie Carbajal 23240 W. Mullberry Dr Chandler AL 85248 
dialog box and guesses at the table 15 Jenay McCabe 9876 E. Jensen Mesa AL Bau 
16 Barbara Stator 9770 & Puebla Ave Mara AZ o470H 
or range to use to create the 17 Abce Sindh 476 E Larkspur Dr Senttsdale AZ HAASE 
. 1h Chuck & Anne Barnett R41 N 168th Avenue Goodyear AL tas 
Pivottable. 19 Dave & Parn Bloomquist P.O. Bow 1234 Carefree AZ 577 
20 Janine Wabeke 55970 N, Stapley O., Une 69 Mesa AZ 05203 
. 21 Jason Hofmann 90765 E Laure! Circle Mesa AZ 05213 
In this example, Excel suggests 22 |Amise Kessler 90765 E Laurel Circle Mesa AZ 4213 
. ; 23 Josh Gay 12543 E University #82 Mesa AZ 85205 
using Tablel to create a PivotTable. 24 Ann Mason 99564 5 Val Vists #117 Mess AZ 85204 
25 Sue Gustof 98765 E Laurel Circle Mesa AZ 85213 
. : 26 Jack McEliresh 99765 E Laurel Circle Mesa AZ $5213 
® If Excel guesses incorrectly click 2 Mt & Mrs Bob armel 2279 E Chamon Onve Chanute AZ #448 
‘ Guy Watley 45923 Wo Aspen Vinw Dr Surpreun AZ PAS? 
to select the correct range or table. 79 Sytia&Jack Narr Arbon 27869 EF Ganymede Dr Tucan AZ P5737 
20 Anthony Baaton BH265 S Captam Kidd Ct, Unit  Ternpe Az 25 
31 Pawl& Carolan —_ Nicoloff 22567 E. Pinnacle Peak Road, #105 Phoensx AZ 05050 
Ge Click a radio button to choose a 32. Grea and Marci__ Havens 8054 E Minabird Drive Gilbert AZ 5256. 





location for the PivotTable report 


(© changes to @). Catt en ed 
Tatie(Range: i a<—_@ 


This example places the PivotTable b pcaccuisdaas wars 
on a separate worksheet. | 


Conmertion nome 


Choose where you want the Preot Table report to be placed 


© Click OK. @ 








@ Excel displays a 


@ Tabs for PivotTable 


PivotTable skeleton. 


Tools appear on the 
Ribbon. 
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. Why did Excel sum the ZIP code field 
when I added it to the Values area? 


w Although the ZIP code field is not a number 
that we use in mathematical equations, it is 


technically a number. Even if you format 


the field in the underlying data source by 
using the ZIP code format, Excel still treats 


it as a number and automatically tries to 
sum the field’s values. You can easily 


change the formula by right-clicking on any 


ZIP code in the PivotTable and then 
choosing Summarize Data By. From the 
shortcut menu that appears, click Count, 


and Excel updates both the PivotTable and 


the label that appears in the Values area. 


How did you get the City field to appear 
in both the Row Labels area and the 
Values area? 


Ww You can add two instances of the same field 
to the PivotTable if one of the instances 
appears in the Values area. To add two 
instances of a field to the PivotTable, click 
the field in the Field section, and Excel adds 
the field to the Row Labels area. You can 
move the field to the Column Labels area or 
the Report Filter area as necessary. Next, 
drag the same field from the Fields section 
to the Values area. Excel adds another 
instance of the field to the PivotTable. 
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Filter 
a PivotT able 





ou can filter a PivotTable report by any field When you filter the PivotTable report by using the 

that appears in the Report Filter, Column Report Filter field, you essentially look at a page of 

Labels, or Row Labels area in the PivotTable information at a time. If you place the Location field in 
Field List. To best understand filters, suppose you the Report Filter area of the PivotTable Field List, you 
create a PivotTable from a worksheet that tracks sales can view all the sales information for all branch 
information for a cable service provider by day, locations or for one selected location. 


including the date of the sale, the amount, the type of 
service, whether the sale was made by customer 
service or direct sales, the branch that made the sale, 
and the type of customer — new or existing — who 
made the purchase. 


If you place the Service Type in the Row Labels area, 
you can simultaneously view all or any combination 
of the types of services you offer. If you place the 
Customer Type in the Column Labels area, you can 
view sales for new customers, existing customers, or 
both. 





@ Set up a PivotTable so you 
have at least one field in os faeeette ag | 
each of the areas in the aie ia —— : 
PivotTable Field List. mn, ee YS Se 


1 Lecatian Ha 
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@ Excel displays drop-down 4 Row Labebs = Exdning Mave Grand Total | et tela 
; & siniernet — Legh _ oe nea 
arrows ([z]) beside each oo cee 
field that you can use to 5 “Cuno Se Yass fot Past | eed 
, 1D) Dect Sala 126200 = 2000 oD aie 
filter the report. —_—__, man eit ns " 
{| 2VOM Phone. Pe ae 
1G Qutlomer Serace ees woo 50850 
16 Chew Stale JSR i056 
\? ivan Total Sees S060 es 


@) In the PivotTable, click a 
drop-down arrow ([+]) 
beside the field listed in 





the Report Filter area. fhe —_ prereare 
A 7 7 . ~~ _® how Grand Total etait tenich be ghd te reer 
@ Click one item in the list. ae ee | ra 





7 EL Tara wenden Type 
il Pa tl eal 
@ Click OK. ce pean 


arn anaes # Cusherretr Eigee 
Excel updates the ee ne 

PivotTable to display - aa ma" ee Viteeres Bian 
information for only the — — 
item you selected. 


@ The [+] changes to [-7]. 


Casher (Lanna Linelane 
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© In the PivotTable, click 
the drop-down arrow 
([-]) next to Column 
Labels. 


© Click the (Select All) 
check box (|li] changes 
to [)). 


3 





[geese mop or ae 





T T 
oe] et | 
1.1e © ot 


@ Click only one item in 
the list ([] changes 
to |Ml). 


This example uses the 
Existing option. 


@ Click OK. 


Excel updates the 
PivotTable to display 
information for only 
the item you selected. 


The [=] changes to [-¥]. 


7 
t 


How do I select multiple 
items for the Report Filter? 


wv Follow steps 1 and 2. In 
the list box that appears, 
click the Select Multiple 
Items check box 
({E] changes to ||); Excel 
adds check boxes to each 
of the items in the list. 
Click All (| changes 
to |M]) and then click the 
items you want to use as 
your filter (/_]] changes 
to |Ml). 
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Sum of Amount Column Labets -7- 
Row Labels °tE a Grand Total 
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Package waor4 ww 
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Orrect Sales ee bess Al 
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Orrect Salee Te275 16275 
=VOIP Phone 110000 119000 
Customer Serece 67536 87136 
Carect Sales JHEA AaB 
Grand Total sent60 og0 168 


Wert Valey Al tablel » © 






What does the icon beside 
the Location and Customer 
Type fields in the 

PivotTable Field List mean? 


WwW The AutoFilter icon (|v ) 
indicates that the fields 
have filters applied. If you 
move |$ over [¥, Excel 
displays a drop-down list 
button ({h?_*]). Click the 
button to view and change 
the filter. The is also 
available when you do not 
see |¥ beside a field in the 
PivotTable Field List, and 
you can use it to set the 
filter instead of clicking [+] 
in the PivotTable. 
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How do | filter rows? 


wv Follow steps 4 to 7, but 
click [=] beside Row Labels 
in step 4. 


How do I remove filters? 


Ww Click [-t] on any filtered 
field. From the list that 
appears, click the (All) or 
(Select All) check box. 
Depending on the filter list 
you open, |_| changes 
to |]. Click OK, and Excel 
removes the filter and 
redisplays all the available 
information. 
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Sort Information 


in a PivotIable 


ou can sort Row and Column field information 
in a PivotTable. Sorting reorders the 
summarized values in the table based on 
criteria you establish. 





By default, Excel uses the leftmost column to sort 
PivotTable information from lowest to highest, earliest 
to latest, or alphabetically from A to Z. You can also 
sort in reverse alphabetical, numeric, or date order. 


To identify the field by which to sort, you position the 
cell pointer. Excel sorts the data in the order you 
specify, maintaining the information across each row. 
For example, the information for December 26 does 
not change, but its position in the PivotTable does. 


Sort Information in a PivotTable 





Sorting Dates 





The type of data you select determines both the 
dialog box Excel opens and the sort options Excel 
offers. If you select a value, you can sort the PivotTable 
data from smallest to largest or largest to smallest, and 
you can opt to sort by the column or by the row. 

If you select a date or a label, you can sort the 
information in alphabetic ascending or descending 
order. If you place the cell pointer in the Row Labels 
row, Excel changes the order of the columns in the 
table to reflect your selected sort order. 
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Sorting Values 


@) Click an entry in the PivotTable by 
which to sort. 


This example sorts sales values for 
the TV field from smallest to largest. 


@) Click the PivotTable Tools Options 
tab. 


@ Click Sort to open the Sort by Value 
dialog box. 


Note: The type of data you select 
determines the dialog box and sort options 
Excel displays. M 


ay) Click sort option and sort direction 
radio buttons (© changes to @). 


@ Click OK. 


@ Excel reorders the data in the 
PivotTable. 


Note: Excel maintains the original values 
on any row; in this example, the dates are 
no longer sequential because the values in 
the TV column are sorted from lowest to 
highest. 
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If | do not like the sort I selected, how can 
I undo it? 


v Click Undo ([ ) or re-sort the table using 
the steps in either of the subsections above. 


When I clicked a date in the table and 
clicked Sort, why did a different Sort 
dialog box open? 

w This dialog box opens when you select a 
date or an alphabetic field label in the 
example. From this dialog box, you can sort 
alphabetically in ascending or descending 
order or you can sort dates from earliest to 
latest. Essentially, this dialog box 
accomplishes the same sorting as described 
in the subsection “Sorting Dates.” 


This other Sort dialog box contains a 
Manual option. What does the Manual 
option do? 

w When you select Manual, you are not 
limited to these sorting methods. Instead, 
you can drag row or column labels within 
the rows or columns to reorder information 
the way you want it to appear. So, for 
example, you could use the manual option 
to sort the Service Type options in the 
example so the columns appear, from left 
to right, in the following order: Package, 
TV, Internet, VOIP. An ascending alphabetic 
sort displays, from left to right, Internet, 
Package, TV, and VOIP Phone. 
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Group Items 


in a PivotTable 


ou can group information in a PivotTable to 
display summary information in even more 
ways. Suppose your worksheet contains state 
names such as Arizona, California, Nevada, Florida, 
Georgia, and Alabama. You could create two groups: 
one for the Southwestern Region and one for the 
Southeastern Region. If your worksheet contains sales 
information for a cable service provider like the one 
used throughout this chapter, you could create a 
group for Internet, TV, and VOIP so you can compare 
combined sales of these individual items with sales of 
packages that contain all three items. 








rT Items in a PivotTable 


Group Dates by Weeks 


a Set up the PivotTable so it displays a row 
for each date you want to group. 


@ Click the label of a date. 
@ Click the PivotTable Tools Options tab. 
® Click Group Selection. 


The Grouping dialog box opens. 
&) Confirm the starting and ending dates. 


© Click Days to select it as a grouping 
method. 


Note: You can click more than one grouping 
method. 


@ Click Months to remove it from the 
selection. 


8) Type 7 here. 
© Click OK. 
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You can also group dates in special ways. Suppose the 
table of data on which your PivotTable is based 
contains lines of information for individual dates. By 
default, the PivotTable summarizes the information by 
date, but you can group those dates by weeks, 
months, quarters, or years. You can also group 
time-related data by seconds, minutes, or hours as 
well as by days, weeks, months, quarters, or years. 


You can group information stored in contiguous or 
noncontiguous rows or columns. When you group 
information stored in noncontiguous rows or columns, 
Excel reorders the rows or columns in the PivotTable. 
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Excel groups the 
information by week. 


@ If you click [=] beside a 
group label, [=| 
changes to [+], and 
Excel hides the rows 
below the group. 


Remove a Group 


@ Click the label of a 
group name. 


Q® Click the PivotTable 
Tools Options tab. 


& Click Ungroup. 
Excel removes the 
group. 


“What do I do differently if | want to 
group something other than a date? 


w First, select multiple row or column labels. 
To select multiple rows or columns, press 
and hold Ctrl as you click each label. If the 
rows or columns you click are not 
contiguous, Excel reorders the rows or 
columns in the PivotTable to make them 
contiguous when you create the group. To 
create the group, complete steps 3 and 4. A 
Grouping dialog box does not open; 
instead, Excel simply creates the group and 
names it Group1. A [=] appears beside 
Group1, and if you click it, [=] changes to 
and Excel hides the details of the group 
and instead displays totals for the group. 
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What happens if | click the Group Field 
button? 


Ww The Grouping dialog box shown in this 
section opens. The Group Field button is 
available when you group dates, times, or 
numeric values. When you group numeric 
values, you specify the interval by which to 
group the information. For example, if your 
PivotTable contains ages, you could create 
age groups that span five years. 


Are there any grouping limitations? 


w Yes. You cannot add a calculated item to a 
grouped field. If you want to do this, you 
must first ungroup the items, add the 
calculated item, and then regroup the 
items. Also, you cannot group items for 
OLAP source data that does not support the 
CREATE SESSION CUBE statement. 
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Insert 





a PivotTable Slicer 


he PivotTable Slicer, new to Excel 2010, 

expands your ability to quickly and easily 

filter data in a PivotTable. The Slicer gets its 
name because it enables you to display slices of the 
PivotTable. The Slicer is most useful to help you 
display data for which you do not display fields in the 
PivotTable. 


Suppose your worksheet contains sales information for 
a cable service provider like the one used throughout 
this chapter. The worksheet tracks the date of the 
sale, the amount, the type of service, whether the sale 


Insert a PivotTable Slicer {| 


was made by customer service or direct marketing, the 
branch that made the sale, and the type of customer — 
new or existing — who made the purchase. 


Although you have dates for sales, you would prefer 
not to display them in the PivotTable, but you want to 
limit the data that appears in the PivotTable to a date 
of your choice. You can display the fields on which 
you want to focus in any organization you want. Then, 
create a Slicer for the Date field and use it to filter the 
table to display information for a date of your choice. 
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The Insert Slicers dialog 2 

box opens. 4 





® Click a check box for the 
field to use for the Slicer 



































p> [Date 
| Amount 

|" |Service Type 
[Opened By 
|Location 

||) Customer Type 


(| changes to |). 


This example selects the 
Date field. 


Note: You can select more 
than one field to increase your 
filtering choices. 


® Click OK. 
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0S ee 


@ Excel hides the 
PivotTable Field List 
and displays a Slicer 
window containing 
choices for the field 
you selected in step 4. 


© Click a choice in the 
Slicer window. 


Excel modifies the PivotTable to 
display information associated 
with the choice you made in 
step 6. In this example, the 


different slices of your data. 
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iGan Il use a Slicer window with more than 
one PivotTable? 


w Yes. Suppose you create separate 


PivotTables in the same workbook on 
different worksheets. Using one PivotTable, 
insert a Slicer for the field you want to use 
with both tables. Then, click the Slicer Tools 
Options tab, and in the Slicer group, click 
the PivotTable Connections button. In the 
PivotTable Connections dialog box, check 
boxes appear beside the available 
PivotTables that contain the field. Click the 
check box for each table for which you 
want the slicer to be available (L]] changes 
to [vl|) and then click OK. 
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How do I go back to viewing all the data 
in the PivotTable? 


wv Right-click anywhere on the window 
showing the choices for the field you 
selected in step 6. A context menu appears. 
Click the Remove command to eliminate 
the Slicer window and redisplay all data in 
the PivotTable. 


Is there a way to see more choices in the 
Slicer window for the field that I selected 
in step 4? 

w Yes. Click the Slicer Tools Options tab, and 
in the Buttons group, click in the Columns 
box. Change the number from 1 to the 
number of columns you want the Slicer 
window to display. 
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Apply a Style 





to the PivotTable 


ou can apply a built-in style to a PivotTable to 
quickly and easily change the colors of various 
parts of the PivotTable. Each PivotTable style 
stores a combination of font, border, and fill color 
settings for the elements that make up the PivotTable. 





Some PivotTable styles apply one shade of a color to 
the column headings and total row and another shade 
to the rows that designate groups in the PivotTable. 
Other PivotTable styles apply one shade of color to the 
column headings and total row, a second shade of 
color to rows that designate groups, and a third shade 


Apply a Style to the PivotTable : 


@ Click in the PivotTable. 





hore Inport Pape \aret 











pivettatie sisy » PAicrsisertt Excel 








of color to the rows in each group in the PivotTable. 
These two types of styles can most effectively call 
attention to groups in a PivotTable. 


Still other PivotTable styles color the row gridlines in 
the color scheme of the style instead of hiding the 
gridlines, like the PivotTables shown so far in this 
chapter. And some PivotTable styles apply the same 
shade of color to the column headings and the 
leftmost column of the PivotTable and then use a 
second shade for the rest of the PivotTable. 
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‘After I select a PivotTable style, what do What options can I set for a PivotTable 





I do if | want to remove it? style? 

w If you decide to remove the PivotTable style Ww You can control whether Excel applies a 
immediately or shortly after you apply it, style’s defined coloring to column headers 
you can click Undo ([# ) to undo the and row headers, and you can add or 
application of the style. If you do not remove row and column banding. Click the 
click [© immediately after applying the PivotTable Tools Design tab and then use 
style, Excel undoes all actions you have the options in the PivotTable Style Options 
taken since applying the style, starting from group. To remove style options from 
the last action. If you have done a lot of PivotTable row and column headers, click 
work that you do not want to undo, you the Row Headers and Column Headers 
can follow the steps in this section to apply check boxes ((l¥] changes to |_|). To apply 
a different style. You can also click Clear at banding, click the Banded Rows, Banded 
the bottom of the PivotTable Style Gallery; Columns, or both check boxes (ol changes 





v}). If banding does not appear, the 
style you are using probably applies 
banding to gridlines rather than rows or 
columns. 


Excel removes all color from the PivotTable. 
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Add or Remove 


Blank Rows 


ou can add or remove blank rows to or from a 
PivotTable to improve readability. To insert 
blank rows, you must include at least two 
fields in the Row Labels area. When you insert blank 
rows, Excel displays them in the PivotTable in each set 
of rows after the last occurrence of the last item that 
appears in the Row Labels area. 





Suppose your worksheet contains sales information by 
day for various types of sales made by a cable service 
provider and tracks the date of the sale, the amount, 
the type of service, whether the sale was made by 


Add or Remove Blank Rows 





customer service or direct sales, the branch that 
made the sale, and the type of customer — new or 
existing — who made the purchase. 


Furthermore, suppose you set up your PivotTable to 
display the type of service as columns in the table and 
you include the branch, who made the sale, and the 
type of customer — existing or new — in the Row 
Labels area in that order. When you add blank rows, 
Excel inserts the blanks after the last listing of New in 
each group. The appearance of blank rows is most 
noticeable when you hide the item’s detail. 
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@ Blank lines become 2 
- 3 Sum of Amount Colurnn Labels = 
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Remove Blank Rows 
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U Home Insert Page Layout Fornvulas Date Review View - 
@ Click in the PivotTable. 4 WGle row lence: (eo Ss Seeee) Seeee sccs 








@ Click the PivotTable 
Tools Design tab. 


© Click Blank Rows. 








Subtotals Grand Report | Blank 
Totals® Layout’ Rows » 
Layout naa 


¥7) Column Headers [) Banded Catumns 





Insert Blank Line after Each Rem 


e 4 : 6 - ; = 
Ft Remove Blank Line after Each Rem = 





i Sum of Amount Column Labels + 
© Click Remove Blank Row Labels ~ Internet Package TV VOIP Phone Grand Total 
Line after Each Item. Fast Valley 830139 134374 92225 157607 1209346 
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Excel removes the 
blank lines. 


“Direct Sales 










= Phoenix 
»Customer Service 


*Direct Sales 


+Customer Service 


q 
10 

Hi 

12 

13 

14 

15 “West Valley 
16 

17 

18 Direct Sales 
19 

2 


0 |Grand Total 


l inserted blank rows, but nothing 
happened. What did I do wrong? 


w You probably included only one field in the 
Row Labels area of the PivotTable Field List. 
Because Excel inserts the blank rows after 
the last item listed in the PivotTable in each 
section of rows, you must include at least 
two fields in the Row Labels area. The blank 
rows are intended to separate the last item 
in a section of rows from the next row label 
that begins a section of rows. If you include 
only one field in the Row Labels area, your 
PivotTable contains only one section of rows, 
and Excel cannot insert any blank rows. 





798684 8642554 75950 126743 1043931 


31455 91870 «16275 2584 164414 


859438 63380 208208 332349 1463375 
794438 = 27000 206112 309947 1337497 


65000 36380 =. 2096 22402 125878 
344962 10000 = SwA97 154000 A955 
215203 10U00 =6UI9/ 154000 439600 
129749 30700 149949 


207754 391030 
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Is there an easier way to hide and display 
details than clicking [=] and [+]? 


w Yes. Excel calls hiding or displaying details 
collapsing or expanding a field. To collapse 
a field, right-click on any label for the 
field in the PivotTable and then click 
Expand/Collapse. From the shortcut menu, 
click Collapse Entire Field. To expand a 
field, right-click on any listing of the field 
and then click Expand/Collapse. From the 
shortcut menu that appears, click Expand 
Entire Field. Buttons to expand or collapse 
an entire field also appear on the Options 
menu in the Active Field group. To expand 
or collapse only the selected label, click one 
of the choices that includes the field name 
on the bottom of the shortcut menu. 
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Adjust the 





PivotTable Layout 


ou can change the layout of a PivotTable to 
display the data in three possible formats. In 
the Compact Form, Excel displays each row 
label and item label on a separate line, indenting new 
lines by two characters as new row sections occur to 
show the nested relationship of the information. You 
can use this format to minimize scrolling. 





In the Outline Form, Excel retains the vertical spacing 
you see in the Compact Form, starting each row label 
and item label in a new line, but Excel indents each 
label significantly so columns do not overlap. This 


Ree ar Cee ae 





@ Click in the PivotTable. 


i) Click the PivotTable Tools Design 
tab. 


@ Click Report Layout. 
® Click Show in Outline Form. 


@ Excel displays the PivotTable in 
Outline Form. 


Each row label and item label 
appears on a separate line, but 
each label is indented significantly 
so columns do not overlap. 


© Click Report Layout. 
© Click Show in Tabular Form. 
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layout makes the nested relationships very distinct. In 
this layout, Excel does not display the phrases Row 
Labels and Column Labels. Instead, field labels appear. 


In the Tabular Form, Excel retains the horizontal 
spacing you see in the Outline Form but changes the 
vertical spacing from both the Compact Form and the 
Outline Form. In the Tabular Form, instead of 
displaying each row label on a separate line, Excel 
displays row label entries on the same line for each 
row grouping. 
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Excel displays the 
PivotTable in Tabular 
Form. 


Each row label and 
item label begins on 
the same line. 


Click Report Layout. 


Click Show in Compact 
Form. 


Excel displays the 
PivotTable in Compact 
Form. 


The Compact Form is 
the default view for a 
PivotTable. 


Is there a way to merge cells in 
a PivotTable? 


w Yes. You can merge cells containing labels. 
When you merge label cells, Excel centers 
the column labels horizontally and vertically 
within their cells. You may not notice 
vertical centering unless you change the 
row height of the label cells. Click the 
PivotTable and then click the PivotTable 
Tools Options tab. In the PivotTable group, 
click Options. In the PivotTable Options 
dialog box, on the Layout & Format tab, 
click the Merge and center cells with labels 
check box (|_| changes to |v 
unmerge cells, click Merge and center cells 
with labels (iv] changes to |_]]). When 
unmerged, labels appear left- and 
bottom-justified in their cells. 
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Can I apply manual formatting to the 
layout of my choice? 


w Yes. You can apply any of the formatting 
available in the Format Cells dialog box. To 
open this dialog box, select the cell or 
range in the PivotTable you want to format. 
Then, right-click on it, and from the 
shortcut menu that appears, click Format 
Cells. Keep in mind that you cannot use the 
Merge Cells check box under the Alignment 
tab of the Format Cells dialog box in a 
PivotTable. 


What does the repeat All Item Labels 
command do? 


w In Outline Form or Tabular Form, for each 
column you can expand, Excel repeats the 
column label on each row. 
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Hide or 
Display Subtotals 





ou can hide or show subtotals for each row the group subtotal. When you display subtotals at the 

label group in a PivotTable, and if you display top of each group, Excel displays subtotals on the row 

subtotals, you can control where they appear. where the group label appears, above the details for 
By default, Excel displays subtotals at the top of each the group. When you hide subtotals, you may not 
group in the Compact Form and the Outline Form notice any change in the row organization in the 
layouts and at the bottom of each group in the Compact Form and the Outline Form; Excel simply 
Tabular Form layout. In addition, Excel includes does not display the subtotal value. When you hide 
subtotals in all PivotTable styles. subtotals and use the Tabular Form, Excel removes the 


rows that display subtotals; thus, removing subtotals 


If you display subtotals at the bottom of each group, ; 
y pey oe from the Tabular Form layout shortens the PivotTable 


Excel adds a subtotal row below the details of the 
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Display Subtotals 


@ Click in the PivotTable. 


@) Click the PivotTable 
Tools Design tab. 


@ Click Subtotals. 


@ Click Show all Subtotals 
at Bottom of Group or 
click Show all Subtotals 
at Top of Group. 


This example uses 
Show all Subtotals at 
Bottom of Group. 


@ Excel displays subtotals 
on the PivotTable. 





Is there a way to see the 
rows from my original 
table that make up a 
particular subtotal? 


w Yes. You can see the details 
behind any value in the 
PivotTable. Right-click on 
the subtotal for which you 
want to see the 
background information. 
From the shortcut menu 
that appears, click Show 
Details. Excel adds a 
worksheet to your 
workbook and displays the 
new worksheet. It contains 
only those lines from your 
original table that make up 
the subtotal you selected. 
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Can I change the type of 
subtotal — for example, 
can I count instead of sum? 


w Yes. But to ensure that 
your subtotals make sense, 
consider also changing the 
values displayed in the 
PivotTable. To leave the 
PivotTable data unchanged 
and change only the 
subtotal, right-click on the 
subtotal label you want to 
change and then click Field 
Settings. Click the Custom 
radio button (© changes 
to @) in the Field Settings 
dialog box. Then, click 
Count in the list below and 
click OK. 





How do I change the values 
displayed in the PivotTable? 


w See the section “Change 
Values in a PivotTable” for 
more. 


If | change the report layout 
while hiding subtotals, does 
Excel automatically 
redisplay the subtotals? 


w No. Excel remembers the 
setting for subtotals, 
regardless of the layout or 
style you apply to the 
PivotTable. To view 
subtotals after hiding 
them, you must redisplay 
them. Follow the steps in 
the subsection “Display 
Subtotals.” 
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Hide or Display Row 
and Column Grand Totals 


ou can hide or show row and column grand 
totals in a PivotTable, and if you display totals, 
you can control the combination of totals that 
appears. By default, Excel displays totals for both rows 
and columns, but you can choose to display grand 
totals for rows only, for columns only, or for neither. 





When you display grand totals for both rows and 
columns, Excel includes a grand total column at the 
right edge of the PivotTable and a grand total row at 
the bottom of the table. When you display grand 
totals for rows only, Excel displays a grand total 


column at the right edge of the PivotTable that 
contains a total for each row in the table. When you 
display grand totals for columns only, Excel displays a 
grand total row at the bottom edge of the PivotTable 
that contains a total for each column in the table. 


The report layout you use does not affect the 
appearance of grand totals, and displaying grand 
totals does not affect the appearance of subtotals. For 
more on subtotaling in a PivotTable, see the section 
“Hide or Display Subtotals.” 


Hide or Display Row and Column Grand Totals 





@ Click in the PivotTable. 


@ Excel displays grand totals 
by default. 


@ Click the PivotTable Tools 
Design tab. 


@ Click Grand Totals. 
4) Click On for Rows Only. 


@ Excel displays grand totals 
for rows. 


& Click Grand Totals. 


© Click On for Columns 
Only. 
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Excel displays grand 
totals for columns. 


@ Click Grand Totals. 
8) Click Off for Rows and 


Columns. 


Excel does not display 


grand totals. 
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Is there a way to set Excel's default 
behavior for displaying or hiding grand 
totals? 


How does Excel handle filtered items in 
grand totals? 


Vv 


w Yes. Click a cell in the PivotTable and then 
click the PivotTable Tools Options tab. In 
the PivotTable group, click Options and 
then click the Totals & Filters tab. Two 
check boxes appear in the Grand Totals 
section. Click the Show grand totals for 
rows check box ((i¥]| changes to |_|) to hide 
grand totals for rows on all PivotTables. 
Click the Show grand totals for columns 
check box (|¥i] changes to |_]]) to hide 
grand totals for columns on all PivotTables. 


By default, Excel includes filtered items in 
grand totals, but you can change the 
behavior to exclude filtered items from 
grand totals. Click a cell in the PivotTable to 
display PivotTable Tools on the Ribbon. 
Then, click the Options tab. In the 
PivotTable group, click the Options button 
to open the PivotTable Options dialog box 
and then click the Totals & Filters tab. Click 
the Allow Multiple Filters Per Field check box 
(|| changes to |_|) to exclude filtered 
items from all PivotTables and then click OK. 
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Change Values 
in a PivotTable 








y default, Excel sums values in a PivotTable, field, or a percentage difference from the value of the 

but you can summarize PivotTable data by base field. You can also use the initial value in the base 

using a variety of common functions. When field as a starting point and display subsequent values 
you change the way Excel summarizes the information as a running total. And you can display the data in 


in your PivotTable, Excel changes the data that 


each row or column as a percentage of the total for 


appears in the table as well as the subtotals and totals. the row or column. You can also display data as a 


In addition, you can summarize your data in some 
interesting and more unusual ways. You can select a 


percentage of the grand total of all data. You can 
calculate a value by using this formula: 


field to act as the base field and then display the data ((Value in Cell) x (Grand Total of Grand Totals))/ 
in the PivotTable as the difference from the value of ((Grand Rows Total) x (Grand Columns Total)). 


the base field, a percentage of the value of the base 
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@ Click in the PivotTable. 


The PivotTable Field List 
appears. 


@ If you do not see the 
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@ Click the field in the 
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The Value Field Settings 
dialog box opens. 


® Click the function you 
want to use to 
summarize values. 


® Click OK. 


@ Excel changes the 
name of the field in the 
Values area of the 
PivotTable Field List. 


Excel changes the 
PivotTable to 
summarize information 
by using the function 
you selected in step 4. 








7 
2 


4 Poo La els 


24 Grand Total 


Can | both sum and count 


information in the same 


PivotTable? 


| Value Field Settings 





3 Count of Amourt 
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Sauron Mas amount 
Custom Mame: <Counk of furgunt 


} uremanze Wallies Ly Sho Vatues. Fe 
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Column Labelle = 
Le internet Package TV VOIF Phone 
3 3 i 


How can I summarize my 
data to display a 
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Pivot Table Find List 


5 SFasdt Valley 11 4 7 Fi 
bh = Customer Sarvion 7a Gi Fil ih roses Pies: bo add bor reer 
: 21 G18 15 [pste | 
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7 Pine 1 Sl Leeation 
12) aPhoanix A i if a0 lest 
13 Customer Service 39 3 Bo 34 ee 
iF Existing J 3 6 ar 
Meree 1 TF f 
SDitect Sales 5 4 son 4 fray Ardds between anne hilo 
Exiting 5 4 6G ‘| WP Report Fier =] Column Labet 
-Woeat Valley Z 5 4 So 
- Customer Senice 16 es 1 es 
Easting 1 5 4 13 
Nese 5 a 1 = 
=Direct Sales 7 i Gill Rew Labels = Whee 
Emisting fr 7) Locate | | Count of Feo... 
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Oushnmer 


How can I summarize 
my data to display it as 


a difference from a value 
I select? 


percentage of the total? 


w Yes. Drag the field on 
which you want to 
summarize into the Values 
area — you may have two 
occurrences of the same 
field. Then, complete steps 
2 to 5. Excel displays two 
sets of values — in this 
case, a sum and a count — 
in the PivotTable. 


Vv Complete steps 1 to 3 to 
open the Value Field 
Settings dialog box. Click 
the Show Values As tab. 
Click the drop-down arrow 
(L-]) to open the Show 
Values As list and then click 
% of Total. Click OK, and 
Excel changes all the values 
in the PivotTable to the 
percentage they represent 
of the total. 


Ww Complete steps 1 to 3. In 


the Value Field Settings 
dialog box, click the Show 
Values As tab. Click the 
drop-down arrow ([=]) and 
then click Difference From. 
In the Base Field list, select 
the field, and in the Base 
Item list, select the value 
you want to assign to the 
base field. Click OK, and 
Excel changes all the values 
in the PivotTable. 
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Change Data 





in the PivotTable 


ou can make changes to a PivotTable’s source 
data and then update the PivotTable to reflect 
the changes. You can change the information 
stored in the source range or table and the structure 
of the source range or table — to add or remove rows 
or columns — and then update the PivotTable to 
reflect the changes. 





Suppose your worksheet contains sales information by 
day for various types of sales made by a cable service 
provider. The worksheet tracks the date of the sale, 
the amount, the type of service, whether the sale was 


Change Data in the PivotTable 


made by customer service or direct sales, the branch 
that made the sale, and the type of customer — new 
or existing — who made the purchase. 


Furthermore, suppose you have created a PivotTable 
based on this source data, but now management tells 
you about a price error for one of the services; for a 
month, all the information was recorded at an old 
price point instead of a new price point that was 
effective at the beginning of the month. You can 
update the source table and then have Excel update 
the PivotTable to reflect the change. 





Change Data in the 
Source Table 


@ Click in the PivotTable. 


@ Take note of the values 
displayed. 


& Click the worksheet 
containing the source 
information. 


@ Make a change to the 
source data. 


Note: This example changes 
Internet service pricing from 
$39.95 to $34.95. 


@ Click the tab of the 
worksheet containing the 
PivotTable. 
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8 Click the PivotTable 
Tools Options tab. 


© Click Refresh. 


@ Excel updates the 
PivotTable to reflect 
the changes in the 
source data. 





How did you change all the $39.95 values 
in the source worksheet to $34.95? 


‘w You do not need to change each value 
individually. On the Home tab, click Find & 
Select. From the menu that appears, click 
Replace. In the Find and Replace dialog 
box, type the information you want to 
change in the Find What field and the 
information to use as the replacement in 
the Replace With field. Then, click Replace 
All. Excel displays the number of 
replacements it makes. Click Close to close 
the Find and Replace dialog box. If you are 
dissatisfied with the results, click Undo (| ) 
to undo the action. Excel changes all the 


replaced values back to their original values. 
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What should | do if I only need to change 
a field title and not the values in the 
source range or table? 


‘Ww Make the change in the source range or 
table worksheet. Then, switch to the 
worksheet containing the PivotTable, click 
Options, and click Refresh. Excel displays 
the newly titled field in the field list, and the 
former title for the field disappears. 
However, the newly titled field does not 
appear in the PivotTable, even if the field 
under its former name did appear. Click the 
field in the Fields section to add it to the 
PivotTable and then move it to the 
appropriate area. See the section “Pivot 
Elements in a PivotTable” for more. 
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Change Data in the 
PivotlT able (continued) 


from “Opened By” to “Sold By” to better describe the 
purpose of the field. You can incorporate this change 





ou can add fields to a PivotTable if you need 
to add columns to the source range or table. 
For example, suppose management decides to 


track the customer's ZIP code for each sale to get a 


better idea of the geographic areas that are 


contributing to sales. The ZIP code field is added to 
the source table that contains daily sales, but now you 
need to incorporate the ZIP code field into the 
PivotTable. Or suppose management decides to 
change the title of a field in the source range or table 


in the PivotTable. 





To make these kinds of structural changes appear in a 
PivotTable, you update the underlying source range or 
table and then use the information it contains to 
update the PivotTable. The technique you use to make 
the PivotTable reflect changes to the source 
information does not change whether your PivotTable 
is based on a source range or a source table. 


Change Data in the PivotTable (continued) 





Change the Structure of 
the Source Table 


qd Click in the PivotTable. 


@ Take note of the available 
fields in the PivotTable 
Field List. 


@ Click the tab of the 
worksheet containing the 
source information. 


@ A field of data appears 
that is not available to the 
PivotTable. 


Note: If the source range is a 
table and the new field is not 
part of the table, add the new 
field to the table. If the source 
range is not a table, update the 
PivotTable’s source range. 


© Click the worksheet 
containing the PivotTable. 
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23) «12/2/2010 19.55 VOIP Phone Customer Service East Valley 
4 12/2/2010 7495 Internet Customer Service Wast Valley 
7 «12/2/2010 99.95 Package Direct Sales Phoeni« 

hs 12/2/2010 $9,355 TV er Service Phoenix 
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® Click the PivotTable 
Tools Options tab. 


® Click Refresh. 


Excel adds the new 
field to the PivotTable 


Field List. 


You can add the field 
to the PivotTable by 
clicking its check box in 
the PivotTable Field List 
(| changes to |). 


How do I add a column to 


the table that provides the 
source data for my 
PivotTable? 


Vv 


To add a column to the 
PivotTable source table, 
click in the source table 
and then click the Design 
Table Tools tab. Then, click 
Resize Table in the 
Properties group. In the 
Resize Table dialog box 
that opens, make sure the 
table range includes all the 
columns you ultimately 
want to be available for 
your PivotTable and then 
click OK. 
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How do | add a new field 
to the PivotTable if the 
source data is in a range 
that is not defined as a 
table? 


w Set up the new field on the 
worksheet containing the 
source data range. Switch 
to the PivotTable 
worksheet and then click in 
the PivotTable. Click the 
PivotTable Tools Options 
tab and then click the 
Change Data Source 
button. Select the source 
range for the PivotTable, 
including the new field. 
Excel lets you switch to a 
different worksheet to set 
the range. 
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What should I do to my 
PivotTable if | delete rows 
or columns from the source 
range or table? 


‘w You use the same procedure 
whether you delete rows or 
columns. Delete the 
information from the source 
range or table by selecting 
it and then clicking the 
Home tab. Then, click the 
drop-down arrow ([~]) 
beside the Delete button 
and click Delete Cells, 
Delete Sheet Rows or Delete 
Table Rows. Then, click in 
the PivotTable, and in the 
Data group on the 
PivotTable Tools Options 
tab, click Refresh. 


479 





Add a Calculated 
Item to a PitvotI able 


ou can add calculated items to your 
PivotTable. A calculated item uses the choices 
of a field to calculate a value that does not 
appear in the source range or table. For example, 
suppose your worksheet is tracking sales information 
for a cable provider that sells Internet service, TV 
service, VOIP telephone service, and a package that 
combines all three types of services. You might want 
to create a calculated item to add sales of the 
Internet-based services. You could set up a formula in 
the source range or table to make the calculation and 





Add a Calculated Item to a PivotTable 
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then include the field from the source range or table 
in the PivotTable, but adding a calculated item to your 
PivotTable would probably be faster and easier. 


When you create a calculated item, you start by 
clicking a label in the PivotTable that represents one of 
the field choices for which you want to create a 
calculated item. You then use the Insert Calculated 
Item dialog box to create a formula. This example 
creates a calculated item for the Service Type field. 
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The Insert Calculated Item 
dialog box opens. 


© Type a name for the 
calculated item here. 


) Click here and then delete 
the 0. 
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© Click an item. 














© Click Insert Item. 





Nanves Internet Based Senacos. 
Formula: = Internet-+ ‘VOIP Phone’ = 





@ Type a mathematical 
operator. 


@ Repeat steps 8 and 9 
until the formula is 
complete. 


@ Click Add. 
® Click OK. 
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@ Excel adds the 
calculated item to the 


Sum of Amount Column Labels ~| 


Z 
3 

PivotTable. 4 RowLabels + internet Package TV VOIP Phone Grand Total 
3 “East Valley 943.65 1,899.05 1,438.30 336 65 6,302.45 
6 Existing 803.65 1,599.70 1,135.05 435,90 223.79 
f New 195.00 299.05 299,75 99,70 1,070. 70 
8 = Phoenix 1,467.00 1,090.45 5,035.90 708.00 10,667.05 
9 Existing 1,118.40 899.55 4076.60 678,30 8,569.55 
10° New 3439.50 1959.90 953.20 115,70 2,097.30 
11 OWest Valley 673.75 399.70 1,916.40 209.55 4764.30 
i | Existing 699.00 599.70 1,738.55 239,410 4,215.05 
13 | New 174.75 179.85 19.95 369,25 
14 Grand otal 3,289.30 3,598.20 8,393.00 1,596.00 71,f/53.8U 








What happens if | do not 
select the correct label in 
step 1? 

w The title of the Insert 
Calculated Item dialog box 
displays the label of the 
field you selected instead 
of the label you should 
have selected. You can, 
however, select the correct 
field. Before you perform 
step 7, click the correct 
field in the Fields list. The 
title of the dialog box does 
not change, but you can 
proceed to complete steps 
7 to 12 and then create 
the calculated field. 


I noticed the Calculated 
Field option when creating 
a calculated item. What is 
the difference? 


A calculated field is a new 
field in a PivotTable that 
you create by using other 
fields in the PivotTable. For 
example, you could use a 
calculated field to calculate 
a sales commission. You 
use essentially the same 
procedure to create a 
calculated field as you use 
to create a calculated item. 





In the example, why does 
VOIP Phone appear in 
single quotation marks? 


w Whenever the item name 
consists of more than one 
word, Excel places it in 
single quotation marks to 
identify the beginning and 
end of the item name. 


Are there any restrictions 
concerning creating a 
calculated item? 


w Yes. You cannot create 
calculated items in 
PivotTables that are 
connected to an OLAP 
data source. 
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Cell References 


and PivotT ables 





ou can create a formula outside a PivotTable 

that refers to data in the PivotTable, and you 

can create the formula by using the same 
techniques you use to create any formula. However, if 
you create the formula by using the pointing method, 
Excel automatically substitutes the typical formula with 
a much more complicated formula that uses the 
GETPIVOTDATA function, and this conversion works in 
your favor. 


Suppose you have created a PivotTable from a 
worksheet that contains sales information by day for 
various cable products made by three branch offices of 
a cable service provider, including the type of 





Cell References and PivotTables 





@ Set up a PivotTable. 


@ Outside the PivotTable, 
set up labels for the 
formulas you want to add. 





1 
2 
3 Row Labels ~' Sum ot Amount 
4 


. . 4 ®Past Valley 4,955.15 

© Click in the cell where you =| 5 *Phoentx 8,611.15 
6b West Vall 3,446.20 

want to create a formula aia 73090 


7 Grand Tatal 
that references the 8 


PivotTable. 410. 





In this example, click 


cell G5 ‘Row Labels| 1] Sum/of Amount 





customer — new or existing — who purchased the 
service. Now you want to create a formula outside the 
PivotTable that calculates each branch’s percentage of 
total sales. If the branch sales appear in the range 
B4:B6 and the total sales appear in cell B7, the formula 
for the first branch’s percentage of sales would 
typically be B4/B7. B4 serves as the numerator value 
and B7 the denominator value of the percentage 
calculation. As you see in this example, when you use 
the pointing technique to create the formula, Excel 
automatically converts it to a complicated formula that 
uses the GETPIVOTDATA function. 





lercent of lotal Sales 
Cast Valley 
Phoenix 


PN G7? Ya 


West Valley 





Parcent of Total Salas 


Dkast Valley peewee ST & East Valley 265i Hs 
#Phuenix 6,611.15 Phoenix - 
@® Type =. West Valley 3,776.20 West Valley 
Grand Total 1342.50 


© Click the cell containing 
the numerator value of 
the percentage 
calculation. 


z 
a 
4 
5 
B 
i 
5 
y 
10 


In this example, click 
cell BS. 


@ Excel automatically inserts 
the GETPIVOTDATA 
function. 
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6 Type /. 
©@ Click the cell 


containing the 
denominator value of 
the percentage 
calculation. 


In this example, click 
cell B7. 


Excel automatically 
inserts another 
GETPIVOTDATA 
function. 


Press Enter or click |. 


The result of the 
formula appears in the 
worksheet. 


If you select the cell 
containing the formula, 
it appears in the 
Formula Bar. 


Note: When you attempt to 
add fields to the PivotTable 
that would overwrite your 
formulas, Excel displays a 
warning so you can cancel 
and move your formulas. 
When you move them, they 
remain accurate. 
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I tried this, but Excel did not convert my formula to a GETPIVOTDATA function. 

Why not? 

w The PivotTable must be set up to generate PivotTable data. By default, Excel sets up all 
PivotTables to generate the data, but you may have accidentally turned off the feature. Click 
in the PivotTable, click the PivotTable Tools Options tab, and in the PivotTable group, click 
the drop-down arrow ([-]) beside the Options button. Click Generate GetPivotData to 
display a |v beside it. 
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Working with 
a PivotChart 


ou can use your PivotTable to create a chart 

that presents the data graphically. Charted 

information is often easier to understand than 
the numbers behind the chart. 


During the process of creating a PivotChart, you 
choose the type of chart; Excel provides several 
possible variations for each chart type. After you create 
the chart, you can select a chart layout and a chart 
style. A chart layout controls whether and where to 
show chart elements, such as the title and the legend. 
A chart style controls the colors of various portions of 
the chart. See Chapter 18 for more on charts. 





Working with a PivotChart 





Create a PivotChart 


a Click in the PivotTable. 


@ Click the PivotTable Tools 
Options tab. 


@ Click PivotChart. 


Excel opens the Insert 
Chart dialog box. 


® Click a chart type. 
® Click OK. 


@ Excel displays a 
PivotChart. 


@ PivotChart Tools tabs 
appear on the Ribbon as 
long as the PivotChart 
remains selected. 
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If you create a PivotChart from your PivotTable data 
and then make changes to the PivotTable data, Excel 
automatically updates the PivotChart to reflect your 
changes. In addition, when you change the pivot 
organization of your PivotTable, Excel automatically 
updates the PivotChart to reflect the reorganization. 
And if you filter your PivotTable, Excel reflects the filter 
dynamically in the PivotChart. You can also set a filter 
while viewing the PivotChart, and Excel applies the 
filter to the PivotTable. 
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Filter the PivotChart 


ad Click any of the buttons 
shown in the PivotChart. 


@) Click the (Select All) check 
box ([l] changes to |L])). 


© Click the check box for an 
item you want to display 


({) changes to |v). 
@ Repeat step 3 as needed. 
® Click OK. 


@ Excel updates the PivotChart. 
@ Excel updates the PivotTable. 





"What happens if I create a 
PivotChart and then delete 
the PivotTable? 


wv Although you must create 


a PivotChart from a 
PivotTable, you do not 
need to retain the 
PivotTable to retain the 
PivotChart. If you delete 
the PivotTable, Excel 
retains the PivotChart and 
converts the chart’s series 
formulas to data stored in 
arrays. 
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Is there a way to create a 
PivotChart that appears in 
a chart sheet instead of on 
the same worksheet as the 
PivotTable? 


w You cannot specify the 
location of the PivotChart 
as you create it, but after 
you Create it, you can 
move it. When you click a 
PivotChart, PivotChart 
Tools appear on the 
Ribbon. Click the Design 
tab and then click the 
Move Chart button. Excel 
then displays the Move 
Chart dialog box. 
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Can I create more than one 
PivotChart from the same 
PivotTable? 


w Yes. You can also format 
each chart individually, 
applying different design, 
layout, and format 
characteristics to each 
chart. However, if you 
make changes to the 
underlying data, all 
PivotTables update to show 
the same information. For 
example, if you pivot the 
table, all the charts pivot 
to reflect the change. 
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Highlight Cells That Are 
Greater Than a Specified Value 


ou can use conditional formatting to highlight 
cells in a range that are greater than a value 
you specify. When you use conditional 
formatting, you set criteria for information in a range 
and Excel identifies the cells in the range that meet 
the criteria. You can also highlight values that are less 
than a value you specify or equal to a value you 
specify. For example, if your worksheet contains test 
scores, then you can highlight all the scores that are 
higher than a value you specify. 








When you highlight cells that are greater than, less 
than, or equal to a value you specify, Excel compares 
the contents of the cells in the range you identify to a 
value you specify. You can also identify the types of 
formatting you want to apply. You can apply light-red 
fill with dark-red text, yellow fill with dark-yellow text, 
green fill with dark-green text, light-red fill, red text, or 
a red border. If none of those suit you, you can define 
your own custom format, which can include a 
combination of font styles and effects, number formats, 


border styles and colors, and fill patterns and colors. 


Highlight Cells That Are Greater Than a Specified Value 





@ Select the range of cells 
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Q Click the Home tab. 


@ Click Conditional 
Formatting. 





A menu of choices 
appears. 
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Bort Rules 


The Greater Than 
dialog box opens. 


© Type a value or click 
a cell in the selected 
range to identify the 


‘Greater Than 


Visually Analyzing Data 
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Can I highlight cells greater than a value 
in a regular table or a PivotTable? 


w Yes. You do not need to work with regular 
ranges; you can work with tables and 
PivotTables. However, to make conditional 
formatting results more apparent, make 
sure you apply a fairly simple table or 
PivotTable style that does not hamper or 
obstruct your seeing the effects of 
conditional formatting. Select the cells in 
the table or PivotTable that you want Excel 
to evaluate. Even though the example in 
this section used a column, the range that 
you select can also be a row. Then, follow 
the steps in this section. 





How do | highlight cells that are less than 
a value? 


‘w You follow the steps in this section to 


highlight cells that are less than a value 
that you specify or equal to a value that 
you specify — with one exception: In step 
5, click Less Than or click Equal To. A 
dialog box the same as the Greater Than 
dialog box opens, using a different title. 
You identify your comparison value and 
then select a highlight you want to apply, 
as described in this section. 


Can I highlight cells that are not equal to 
a particular value? 


w Yes. You create your own conditional 


formatting rule for this kind of formatting. 
See the section “Create a New Conditional 
Formatting Rule” for more. 
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Identify the Top Ten 


Items 1n a List 


xcel will not be outdone by David Letterman; 
using conditional formatting, you can create 
your own top ten list to highlight the cells in a 
range that contain the ten highest values. When you 
create a list of top items, you identify the range that 
you want Excel to evaluate and the number of top 
values you want to identify. Excel examines the cells in 
the range and applies the highlighting of your choice 
to cells that meet the criteria. 





For example, suppose your worksheet contains test 
scores for students in a class and you want to 
highlight the top ten scores. When you identify the 


Identify the Top Ten Items in a List 


top ten scores, Excel highlights them but does not 
rank them in order from lowest to highest or highest 
to lowest. 


You identify the types of formatting you want to 
apply. You can apply light-red fill with dark-red text, 
yellow fill with dark-yellow text, green fill with 
dark-green text, light-red fill, red text, or a red border. 
If none of those suit you, you can define your own 
custom format, which can include a combination of 
font styles and effects, number formats, border styles 
and colors, and fill patterns and colors. 





@ Select the range of cells 
you want Excel to 
consider for conditional 
formatting. 


@® Click the Home tab. 


@ Click Conditional 
Formatting. 


A menu of choices 
appears. 


















A) Click Top/Bottom Rules. 
© Click Top 10 Items. 
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The Top 10 Items 
dialog box opens. 


6 Type a value to identify 
the number of items 
you want Excel to 
highlight. 


@ Click here ([+]) to 
display the ways you 
can format cells that 
meet the condition and 
then click a choice. 


In the worksheet, Live 
Preview displays the 
potential result. 


@ Click OK. 


@ Excel applies the 
highlighting to the cells 
that match the 
criterion you specified. 


Note: Excel may highlight 
more than ten items. 
Suppose the first nine values 
were higher than 91, and 
the next value of 90 appears 
in two cells. Excel highlights 
11 values in the top ten list. 





Can I highlight the ten 
lowest values? 


w Yes. Follow the steps in this 


section, but in step 5, click 
Bottom 10 Items. Again, 
you do not need to 
highlight exactly ten items; 
you can choose to 
highlight more or less than 
ten items. You can also 
select the type of 
highlighting you want to 
apply, as described in 

Sliepr7 
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Format cells that rank in the TOP: 
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11 | Barnett 
12 | Bloomquist 
13 | Bules 

14 | Anurhnse 
15 | Bratcher 
16 |Baugh 

1? Bralchier 
16 | Cohen 

19 | Bloomquist 
20 | Curry 

21 |Bules 
Bourbouse 
Fenton 
Bratcher 
25 | Ele 

20 Fenton 

2? | Total 
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Can I highlight both the 
top ten items and the 


bottom ten items in the list 


at the same time? 


w Yes. In fact, you can apply 
any number of conditional 


formatting rules to a 


specified range. However, 


you probably need to 


create a legend to identify 
the formatting you apply. 


Excel does not contain a 


built-in feature to create a 
legend, but you can apply 
the formatting manually to 


the legend cell. 


10 | with | Light Red Fill with Dark Red Text ~<—_® 
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How can I create a legend 
for conditional formatting 
in this example? 

‘w Suppose you apply a green 
fill to the top five items 
and a red fill to the bottom 
five items in the range 
B2:B26. In cell F2, type 
Top 5, and in cell F3, type 
Bottom 5. Then, select 
cell F2, click the Fill Color 
button ([&), and apply the 
same green that appears in 
the range B2:B25. Select 
cell F3, click [&, and then 
apply the same red that 
appears in the range 
B2:B25. 
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Highlight the 
Bottom 5% of a List 


s described in the section “Identify the Top 

Ten Items in a List,” you can highlight the top 

items in a list based on raw values; you can 
also use conditional formatting to have Excel highlight 
the bottom or top items in a list based on percentage 
ranking. The items that make up the bottom 5% of a 
list might not be the same as the bottom five items. 


When you create a list of items based on percentage 
values, you identify the range that you want Excel to 
evaluate and the percentage value you want Excel to 


use while evaluating. You also identify the types of 


Highlight the Bottom 5% of a List 





@ Select the range of cells 
you want Excel to 
consider for conditional 
formatting. 


@ Click the Home tab. 


@ Click Conditional 
Formatting. 


A menu of choices 
appears. 


@ Click Top/Bottom Rules. 


& Click Bottom 10%. 
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For example, suppose your worksheet contains test 
scores for students in a class. You can highlight the 
scores that fall into the bottom 5% of all scores. When 
you identify the bottom 5% of the scores, Excel 
highlights them but does not rank them in order from 
lowest to highest or highest to lowest. 





formatting you want to apply. Excel examines the cells 
in the range and applies the highlighting of your 
choice to the values that fall into the bottom 
percentage range that you specify. 
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The Bottom 10% dialog box 
opens. 


© Type 5 to identify the percentage 


ranking for cells that you want 
Excel to highlight. 


©@ Click here (FJ) to display the 


ways you can format cells that 
meet the condition and then 
click a choice. 


In the worksheet, Live Preview 
displays the potential result. 


@ Click OK. 
@ Excel applies the highlighting to 


the cells that match the criterion 
you specified. 


What kind of formatting 
can I apply to cells that fall 
in the bottom 5% of the 
list? 

‘w You can apply light-red fill 
with dark-red text, yellow 
fill with dark-yellow text, 
green fill with dark-green 
text, light-red fill, red text, 
or a red border. You can 
also define your own 
custom format, which can 
include a combination of 
font styles and effects, 
number formats, border 
styles and colors, and fill 
patterns and colors. 
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Format cells that rank in the BOTTOM: 





ail) Cg 2 B 


S| |S) % with [Light Red Fill with Dark Red Text —~—_@ 








| A | B 
IM student BJ mid-term 
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3 Allen 
4 #Altiere 
5 anderson 
fh Arkrish 
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9 Barrell 
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11 Barnett 

12 Bloomquist 
13 |Bules 

14 | Rourhnuse 
15 |Bratcher 
16 Baugh 

17 Bralcher 

18 |\Cohen 

19 Bloomquist 
20 | Curry 
21 |Bules 
22 |Bourbouse 
23 Fenton 
24 Bratcher 
25 Ebel 
26 |Fenton 
2? Total 








If | apply more than one 
conditional format and 
they conflict, what 
happens? 


wv lf formats conflict, Excel 
applies only the format 
that you applied last. For 
example, using the list in 
the example, if you apply 
red fill to the bottom 5% 
of items and green fill to 
the bottom five items in 
that order, Excel applies 
green fill to cells B11, B14, 
B20, B22, and B23, 
changing the red fill 
applied to cell B14 to 
green. 
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Can I copy conditional 
formatting to another 
range? 


w Yes. Select the range that 


contains the conditional 
formatting and then click 
Copy ({22 ). Then, select the 
range to which you want 
to copy the formatting and 
click the drop-down arrow 
([-]) below the Paste 
button. From the list that 
appears, click Paste Special. 
In the Paste Special dialog 
box, click Formats and 
then click OK. 
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Identify Above-Average 


List Items 


ou can use conditional formatting to highlight 
the items in a list that exceed or fall below the 
average of the values in the list. For example, 





suppose your worksheet contains test scores for 
students in a class. You can highlight the scores that 
exceed the average score achieved on a test. 


When you highlight values that are higher than the 
average value of a list, you identify the range that you 
want Excel to evaluate and the formatting you want 
Excel to apply to values in the list that are larger than 
the average value of the list. Excel examines the cells 


eCTi da ae oN eC 


in the range, comparing them to the average value for 
the range, and applies the highlighting of your choice 
to the values that exceed the average value in the list. 


You can apply light-red fill with dark-red text, yellow 
fill with dark-yellow text, green fill with dark-green 
text, light-red fill, red text, or a red border. If none of 
those suit you, you can define your own custom 
format, which can include a combination of font styles 
and effects, number formats, border styles and colors, 
and fill patterns and colors. 





@ Select the range of cells 
you want Excel to 
consider for conditional 
formatting. 


@ The range’s average 
appears here. 


& Click the Home tab. 


® Click Conditional 
Formatting. 


A menu of choices 
appears. 


® Click Top/Bottom Rules. 


6 Click Above Average. 
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The Above Average 
dialog box opens. 


© Click here ([+]) to 
display the ways you 
can format cells that 
meet the condition and 
then click a choice. 


In the worksheet, Live 
Preview displays the 
potential result. 


@ Click OK. 

@ Excel applies the 
highlighting to the 
cells that match the 
criterion you specified. 
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I do not see the range’s 
average at the bottom of 
the screen. How can I make 


it appear? 


w While you do not need the 


average to appear to apply 
conditional formatting to 
values that exceed the 
average, displaying the 
average can be useful. 
First, make sure you have 
selected the range. Then, 
right-click on the status bar 
where the average should 
appear. A menu appears; 
click Average to place |v 
beside it. Excel then 
displays the average in the 
status bar. 


How does Excel know what 
formatting I apply to a 
selected range? 


— 


Vv 


Each time you apply a 
form of conditional 
formatting, Excel creates a 


conditional formatting rule. 


You can view these rules 
and change the way they 
affect the conditional 
formatting in your 
worksheet in the 
Conditional Formatting 
Rules Manager window, 
which is discussed in the 
section “Manage 
Conditional Formatting 
Rules” later in this chapter. 


How can I highlight the 
values in the list that are 
below the list’s average? 


w You can highlight both the 


above-average and the 
below-average values at 
the same time, but be sure 
that you use different 
formatting for each. To 
apply formatting to values 
that fall below the average, 
complete steps 1 to 7, but 
in step 5, click Below 
Average. 
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Highlight Values Falling 
between Iwo Numbers 





ou can use conditional formatting to highlight 
values in a list that fall between two numbers. 
For example, suppose your worksheet contains 
test scores for students in a class. You can highlight 
the scores that fall between 70 and 80. 


When you highlight values in a list that fall between 
two values, you identify the range that you want Excel 
to evaluate and the two values you want Excel to use 
while evaluating. You also specify the formatting you 
want Excel to apply to values in the list that fall 
between the two values you specify. Excel examines 





the cells in the range, comparing them to the two 
values you supply, and applies the highlighting of your 
choice to the values that fall between the two 
numbers you provide. 


You can apply light-red fill with dark-red text, yellow 


fill with dark-yellow text, green fill with dark-green 
text, light-red fill, red text, or a red border. If none of 
those suit you, you can define your own custom 
format, which can include a combination of font styles 
and effects, number formats, border styles and colors, 
and fill patterns and colors. 





Highlight Values Falling between Two Numbers 


@ Select the range of cells 
you want Excel to 
consider for conditional 
formatting. 


@Q Click the Home tab. 


@ Click Conditional 
Formatting. 


A menu of choices 
appears. 


@ Click Highlight Cells Rules. 


© Click Between. 
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The Between dialog 
box opens. 


6 Type the lower value 
here. 


A Type the higher value 
here. 


© Click here ([+]) to 
display the ways you 
can format cells that 
meet the condition and 
then click a choice. 


In the worksheet, Live 
Preview displays the 
potential result. 


© Click OK. 


@ Excel applies the 
highlighting to the cells 
that match the 
criterion you specified. 





. Can I apply conditional 
formatting to an empty 
range? 


w Yes. You can establish 
conditional formatting 
rules for a range before 
you enter any information 
into the range. However, 
you do not see any effect 
until you enter information 
into the range. If you select 
the range D1:D7 and then 
insert a column to the left 
of column D, the 
formatting rules move to 
the range E1:E7. 
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22 |Bourbouse 65 
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26 |Fenton a7 
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Can I select a range of cells 
in the worksheet to use for 
the values in steps 6 and 7? 


w No. You cannot use a 
range in steps 6 or 7. You 
can click a cell in the 
worksheet that contains a 
single value you want to 
use in the comparison, but 
you cannot compare a 
range of cells to one or 
two other ranges of cells. 
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What happens if | move or 
copy a range to which | 
have applied conditional 
formatting? 


‘w Excel moves or copies the 
conditional formatting 
when you move or copy 
the range. As a result, in 
the new location, you see 
not only the cells’ values 
but also the conditional 
formatting applied to them. 
If you enter new values in a 
range that used to hold 
conditionally formatted 
cells, Excel does not apply 
conditional formatting to 
the new data. 
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Highlight Duplicate 
Values 


ou can use conditional formatting to highlight Excel to evaluate and you specify the formatting you 
duplicate values in a range. Often, duplicate want Excel to apply to the values in the list that 
values within a range are not acceptable, and appear more than once. 

you can use conditional formatting to identify them. 
You may also want to identify data points that repeat 
in a list for other reasons. For example, suppose your 
worksheet contains test scores for students in a class. 
You can identify the scores that more than one 





You can apply light-red fill with dark-red text, yellow 
fill with dark-yellow text, green fill with dark-green 
text, light-red fill, red text, or a red border. If none of 
those suit you, you can define your own custom 
format, which can include a combination of font styles 
student received. and effects, number formats, border styles and colors, 
When you highlight duplicate values, Excel highlights and fill patterns and colors. 

all values that appear more than once in the range 

that you specify. You identify the range that you want 


Highlight Duplicate Values 









@ Select the range of cells 
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The Duplicate Values 
dialog box opens. 


© Click here ([+]) to 
display the ways you 
can format cells that 
meet the condition and 
then click a choice. 


In the worksheet, Live 
Preview displays the 
potential result. 


©@ Click OK. 


@ Excel applies the 
highlighting to the cells 
that match the 
criterion you specified. 


Can | highlight unique 
values in a range instead of 
highlighting duplicate 
values? 


vw Yes. Complete steps 1 to 6. 
Before you complete step 
7, Click the leftmost 
drop-down arrow ([=]) in 
the Duplicate Values dialog 
box and then click Unique. 
Then, click OK. Excel 
highlights unique values in 
the range you selected in 
step 1 instead of 
highlighting values that 
appear more than once in 
the range. 


Visually Analyzing Data 


Pen eee) ae ray ion eee 
Duplicate Values 






chapter 2 B 





Format cells that contain: 








jplicate |.» |) values with — Light Red Fill with Dark Red Text a~—_9 












JArkrish 
‘Allen 
Altiere 
Anderson 
Ackrish 
Allen 
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Barrell 
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12 | Bloomquist 
13 /Bules 

14 | Anurhnse 
15 |Bratcher 
16 Baugh 

1? Bralcher 

18 | Cohen 

19 | Bloonmauist 
20 | Curry 

21 |Bules 

22 Bourbouse 
23 Fenton 

24 | Bratcher 
25 | Ebel 

20 Fenton 

2? | Total 


Can | highlight both 
duplicate values and unique 
values in the same range? 


Vv 


Yes. But make sure you 
apply different formatting; 
otherwise, all values in the 
range will have conditional 
formatting, but you will 
not be able to distinguish 
the purpose of the 
conditional formatting. To 
apply both, follow the 
steps twice, choosing 
Duplicate in the leftmost 
drop-down list of the 
Duplicate Values dialog 
box the first time and 
Unique the second time. 
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Are there any restrictions 
to formatting duplicate 
values in PivotTables? 


Vv 


Yes. By their very nature, 
PivotTables summarize 
entries in a table or range 
that may contain many 
duplicate entries. You 
cannot apply conditional 
formatting to identify 
unique or duplicate values 
to any fields in the Values 
area of a PivotTable, but 
you can apply the 
conditional formatting to 
the table or range used to 
create the PivotTable. 
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Highlight Cells 
Containing Specific Text 


ou can use conditional formatting to highlight text. Excel examines the cells in the range and applies 
cells in a range that contain specific text. For the highlighting of your choice to the cells that 
example, suppose your worksheet contains contain the specified text. 

sales information by day for various types of sales 
made by a cable service provider. You can highlight all 
sales of a particular type of service. 





You can apply light-red fill with dark-red text, yellow 
fill with dark-yellow text, green fill with dark-green 
text, light-red fill, red text, or a red border. If none of 


When you highlight cells in a range that contain those suit you, you can define your own custom 
specific text, you identify the range that you want format, which can include a combination of font styles 
Excel to evaluate, the text you want Excel to use when and effects, number formats, border styles and colors, 
evaluating, and the formatting you want Excel to and fill patterns and colors. 


apply to values in the range that contain the specified 


Highlight Cells Containing Specific Text 
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The Text That Contains dialog 
box opens. 


© Type the text you want Excel 
to highlight. 


@ Click here ([}) to display the 
ways you can format cells that 
meet the condition and then 
click a choice. 


In the worksheet, Live Preview 
displays the potential result. 


Click OK. 


Excel applies the highlighting 
to the cells that match the 
criterion you specified. 


In step 6, can I specify a 
number instead of text? 


w Yes. This feature is not 
actually limited to text. 
You can use it to highlight 
a number that you specify. 
If the range you select in 
step 1 contains numbers, 
Excel searches the range 
and highlights the cells 
containing the number you 
supply in step 6. 





Text That Contains 
Format cells that contain the text: 
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(ES) with |Light Red Fill with Dark Red Text ~—_® 


TK 
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Ea amount ae ~ Pci © Pelt © | 

2 | 12/1/9010 59.95 Customer Service Phoenix Fuisting 
3 | 12/1/2010 39,95 Direct Sales West Valley Existing 
4) 12/2/2010 39.95 Customer Service East‘Valley Existing 
5 | 12/2/2010 39.95 Customer service vest Valley Existing 
A) 13/3/9n1n 39.95 Customer Service Fast Valley Fisting 
? | 12/3/2010 19.95 Customer Service East Valley New 

6 | 12/3/2010 39.95 Customer Service Phoenix Existing 
9 | 12/3/2010 59.95 Dlrect sales Phoentx Existing 
in| 13/3/9n1n 59.95 Nirert Sales Phnenix Fyisting 
11| 12/4/2010 59.95 Customer Service Phoenix Existing 
12| 12/4/2010 39.95 Customer Service West Valley New 

13) 12/4/2010 19.95 Ssterrercservice vest Yalley Existing 
14) 12/4/2010 19.95 Customer Service East'Vallay Existing 
15| 12/5/2010 59.95 Customer Service Phoenix Existing 
16) 12/5/2010 59.95 Customer Service West Valley Existing 
17 | 12/5/2010 19,95 Customer service Phoentx Existing 
18) 12/5/2010 59.95 Customer Service Phoenix Existing 
19| 12/5/2010 39.95 Customer Service Phoenix New 

AQ} 13/6/2010 19.95 Customer Service Phoenix Existing 
21) 12/6/2010 39.95 Customer service East Valley Existing 
22) 12/6/2010 29.95 Customer Service East'Valley New 

24| 12/6/2010 39.95 Customer Service West Valley New 

24) 13/6/2010 39.95 Customer Service East Valley New 

25) 12/6/2U1U 39,95 Customer service Phoenix Ney 

26) 12/7/2010 59.95 Customer Service Phoenix Existing 
2? | 12/7/2010 19.95 Customer Service East Valley Existing 











Can I select a cell that 


contains the text | want 
Excel to use when 
evaluating for conditional 


formatting? 


w No. You must type the 
entry into the field in the 
Text That Contains dialog 


box. However, Excel 
suggests the text that 


appears in the first cell you 
include in the selection you 
specify in step 1. If that 
text entry is the one you 


When I use conditional 
formatting to highlight 
text, must the text match 
cell contents exactly? 


‘w No. You can type a portion 
of the text, number, or 
date that you want Excel 
to use when selecting cells 
to format. If any cell in the 
range contains a portion of 
the text, number, or date 
that you specify, Excel 
applies the formatting to 
the entire cell. 


want to highlight, you only 
need to select the type of 


conditional formatting. 


499 


Highlight Cells 





Containing a Date 


ou can use conditional formatting to highlight 
cells in a range that contain a date. For 
example, suppose today is December 7, 2010, 
and your worksheet contains sales information by day 
for sales made by a cable service provider. You can 
highlight the date of all sales made — for example, 
yesterday. 





To highlight cells in a range that contain date 
information, you need to identify the range that you 
want Excel to evaluate. You then select a relative date 
from a list, such as tomorrow, last week, or last 
month. Finally, you identify the formatting you want 


rTeoinct: Cells Containing a Date 


Excel to apply to cells in the range that contain the 
specified date. Excel examines the cells in the range 
and applies the highlighting of your choice to the cells 
that match the date you selected. 


You can apply light-red fill with dark-red text, yellow 
fill with dark-yellow text, green fill with dark-green 
text, light-red fill, red text, or a red border. If none of 
those suit you, you can define your own custom 
format, which can include a combination of font styles 
and effects, number formats, border styles and colors, 
and fill patterns and colors. 





@ Select the range of cells 
you want Excel to 
consider for conditional 


Forrest ad Dain 


aQ@ce 


conecktone Potmak ceil 


formatting. 
@ Click the Home tab. 


@ Click Conditional 
Formatting. 


A menu of choices 
appears. 


@) Click Highlight Cells Rules. 


© Click A Date Occurring. 
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The A Date Occurring dialog 
box opens. 


© Click here ([+]) to choose the 
date you want Excel to 


match. 


©@ Click here (FJ) to display the 
ways you can format cells 
that meet the condition and 
then click a choice. 


In the worksheet, Live 
Preview displays the potential 


result. 


@ Click OK. 


@ Excel applies the highlighting 
to the cells that match the 
criterion you specified. 


What date choices are 
available to me? 


w The date choices are 


relative dates rather than 
specific dates. You can 
highlight cells containing 
dates for yesterday, today, 
tomorrow, in the last seven 
days, last week, this week, 
next week, last month, this 
month, or next month. 
Because the dates are 
relative, as days pass, the 
cells that Excel highlights 
change. 


Visually Analyzing Data 









A Date Occurring 


Format cells that contain a date occurring: 
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2 | 12/1/2010 59.95 Ty Customer Service Phoenix Existing 
3) 12/1/2010 39.95 Internet Direct Sales West Valley Existing 
4 | 12/2/2010 39.95 Internet Customer Service East Valley Existing 
5 | 12/2/2010 39,95 Internet Customer Service West Valley |Cxisting 
6 | 12/3/2010 39.95 Internet Customer Service East’ Valley Existing 

7 | 12/3/2010 19.95 VOIP Phone Customer Service East'Valley Mew 
8 | 12/3/2010 39.95 Internet Customer Service Phoenix Existing 
9 | 12/3/2010 59.95 Ty Direct Sales Phocnix Emisting 
10| 12/3/2010 59.95 Tv Direct Sales Phoenix Existing 
11| 12/4/2010 59.95 Tv Customer Service Phoenix Existing 

12) 12/4f2U1U 39.495 Internet Customer service vest Yalley New 
13| 12/4/2010 19.95 VOIP Phone Customer Service Weet Valley Existing 
14) 12/4/2010 19,95 YOIP Phone Customer Service East‘Yalley Existing 
15) 12/5/2010 59.95 Ty Customer Service Phoenix Existing 
16) 12/5/2010 59.95 Ty Cuslumer Service Wel Valley Exisliry 
17 | 12/5/2010 19.95 VOIP Phone Customer Service Phoenix Existing 
18| 12/5/2010 59.95 Tv Customer Service Phoenix Existing 

19| 12/5/2010 39.95 Internet Customer Service Phoenix New 
19.95 YOIPChone Customer Service Choenix Cxisting 
39.95 Internet Customer Service East'valley Existing 

39,95 Internet Customer Service East'Valley New 

33.95 Internet Customer Service West Valley New 

39.95 Internet Customer Service East'vallcey Mew 

39,95 Internet Customer Service Phoenix New 


Can I have Excel apply 
conditional formatting to 
cells containing a particular 


date? 


vw Yes. Select the range 





Can I have Excel apply 
conditional formatting to 
cells containing dates 





between a range of dates? 


containing the cells to 
evaluate, click the Home 


vw Yes. Select the range 


containing the cells to 
evaluate, click the Home 


tab, click Conditional 
Formatting, click Highlight 
Cells Rules, and then click 
Equal To. In the Equal To 
dialog box that opens, 
type the date you want 
Excel to highlight and then 
click the drop-down arrow 
(Lx]) to choose the type of 
formatting to apply. Click 
OK, and Excel highlights 
the date you specified. 


tab, click Conditional 
Formatting, click Highlight 
Cells Rules, and then click 
Between. In the Between 
dialog box that opens, 
type or select cells 
containing the earliest date 
and the latest date you 
want Excel to highlight. 
Then, click the drop-down 
arrow ([*]) to choose the 
type of formatting to 
apply. Click OK. 
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Add Data Bars 
to Represent Data Values 


sing conditional formatting, you can display 
data bars in cells in a selected range. Data 
bars provide you with visual cues that help 


you quickly compare cell values in a range. 


When you add data bars to cells in a range, Excel adds 
a horizontal bar of gradient color to each cell in the 
selected range. The length of the data bar in any cell 


is based on the value in the cell in relation to the 


values of all the cells in the selected range, and the 


differences in bar length become more apparent 


PN CME le mye mom ctl ar ee Ly 


@ Select the range of cells you 
want Excel to consider for 
conditional formatting. 


® Click the Home tab. 
@ Click Conditional Formatting. 
@ Click Data Bars. 


Q Click a color choice for the 
data bars. 


In the worksheet, Live Preview 
displays the potential result of 
each choice as you point the 
mouse at it. 


Excel applies the data bars to 
the cells. 
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you increase the column width. Cells containing 
higher values in the selected range display longer data 
bars than cells containing lower values in the range. 


When you apply conditional formatting by using data 


bars, Excel assigns a data bar to every cell in the range 
you select, even if the value in the cell is zero. Excel 
assigns a data bar length equal to 10% of the cell’s 


width to the smallest value in the range. You can 


when 
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select the color of the data bars from blue, green, red, 
orange, light blue, or purple. 
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Apply Color 
Scales to Data 


sing conditional formatting, you can apply color scales use combinations of three colors. The 

a color scale background to cells in a colors Excel applies use a gradient, so if you use a 

selected range to provide you with visual two-color combination scale, Excel applies many 
cues to quickly compare cell values in a range. When more colors than just two. 


you add color scale backgrounds to cells in a range, 
Excel adds a shade of color to all cells in the selected 
range, even if the value in a cell is zero. The value in 
the cell, in relation to the values in all cells in the 
selected range, determines the shade Excel assigns to 


From the two-color combination color scales, you 
can apply yellow-red, red-yellow, green-yellow, or 
yellow-green combinations. From the three-color 
combination color scales, you can apply 
green-yellow-red, red-yellow-green, blue-yellow-red, 


the cell. or red-yellow-blue combinations. Excel applies the 
Excel offers eight possible color scales that you can first color to higher values in the selected range and 
apply to a selected range. Four of the color scales the last color to lower values in the selected range. 


use combinations of two colors, and the other four 


Apply Color Scales to Data’ | 
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Use Icon Sets to Highlight 


Values in a List 


sing conditional formatting, you can add 

icon sets to cells in a selected range to help 

you quickly compare cell values in the 
range. When you add icon sets to cells in a range, 
Excel displays an icon in all cells in the selected range. 
The value in the cell, in relation to the values in all 
cells in the selected range, determines the icon Excel 
displays in the cell. 


Icons are available in sets; you can assign a three-icon 
set, a four-icon set, or a five-icon set. Excel assigns the 
symbols in each icon set by using percentages of the 


selected range. When you use a three-icon set, Excel 
divides the values in the selected range into three 
evenly divided percentage groups; that is, each icon in 
a three-icon set is associated with the top, middle, or 
bottom 33% of the possible values. For a four-icon set, 
Excel divides the values in the selected range into four 
evenly divided percentage groups, and for a five-icon 
set, Excel divides the values in the selected range into 
five evenly divided percentage groups. You can also 
set your own percentage groups. See the section 
“Manage Conditional Formatting Rules” for more. 
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@ Select the range of cells you want 
Excel to consider for conditional 
formatting. 


® Click the Home tab. 

@ Click Conditional Formatting. 
@ Click Icon Sets. 

Qo Click an icon set choice. 


HS iere 


In the worksheet, Live Preview 
displays the potential result of 
each choice as you point the 
mouse at it. 
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Clear Conditional 


Formats 


ou can apply as many conditional formats as When you clear conditional formatting, you do not 

you want to any worksheet or given range. remove any data from the worksheet or the selected 

However, at some point, you may decide range. You also do not remove any other formatting 
that you want to remove all conditional formats that you may have applied to the worksheet or 
because you do not need them anymore; they have selected range. Instead, you eliminate conditional 
served their purpose and now you want to eliminate formatting rules. Excel creates a rule each time you 
them. You can easily clear all conditional formats apply any conditional format. When you eliminate a 
from your worksheet. You can also clear conditional conditional formatting rule, Excel no longer displays 
formatting from a particular range instead of clearing the conditional formatting associated with that rule 
all conditional formatting from your worksheet. on the worksheet or in the selected range. 


To clear conditional formatting from your entire 
worksheet, you do not need to select any cells. 
However, to clear conditional formatting from a 
particular range, you start by selecting that range. 


Clear Conditional Formats 


@ Select the range of cells from 
which you want Excel to 
remove conditional formatting. 


Note: Skip step 1 to remove all 
conditional formatting. 


Q Click the Home tab. 

© Click Conditional Formatting. 
@ Click Clear Rules. 

©) Click a choice. 


Note: This example clears rules from 
a range. 


Excel removes the conditional 
formatting from the selected 
cells, worksheet, or table. 
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Manage Conditional 
Formatting Rules 





ach time you add conditional formatting to a 
range, Excel creates a rule that describes the 
behavior of the conditional formatting. By 
default, Excel applies conditional formatting rules in 
the order that you create them, but you can change 
the order. You can also modify rules, create new rules, 
and delete rules. 





Suppose you have added three conditional formatting 
rules to one range. The first rule you added applies 
data bars to the range. The second rule identifies 
values that are above average compared to the other 


Manage Conditional Formatting Rules 


values in the range. And the third rule identifies 
duplicate values in the range. Furthermore, suppose 
you decide that you want only one of the three 
conditional formatting rules to apply to each of 

the values in the range; Excel should identify 
above-average values, duplicate values from those that 
are not above average, and then finally display data 
bars in all remaining cells. Using the Conditional 
Formatting Rules Manager, you can reorder and set up 
the rules so Excel applies only one of the three formats 
to each cell in the range. 





@ Click any cell that contains 
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@ Click here for each rule 
(/_]] changes to |v). 


Note: If a rule is true for a 
cell, Excel stops applying the 
rules. If the rule is not true, 
Excel continues to the next 
rule in the list. 


@ Click OK. 
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Using the Conditional Formatting Rules 
Manager, can | change the percentages 
associated with icon sets? 


w Yes. Apply icon sets as described in the 
section “Use Icon Sets to Highlight Values in 
a List.” Then, click any cell that contains an 
icon and complete steps 1 to 4 in this 
section. Click the rule in the Conditional 
Formatting Rules Manager dialog box and 
then click Edit Rule. The Edit Formatting 
Rule dialog box opens. At the bottom, the 
values for each group appear as 
percentages. You can type a new value, and 
you can change the type of value from a 
percentage to a number, a percentile, or a 
formula. You can also enclose the icon in a 
circle and hide the values. 











What does the Delete Rule button do? 


‘w You can use the Delete Rule button to 
delete a specific conditional formatting rule. 
Select the rule and then click Delete Rule. 
Excel deletes the rule so the conditional 
formatting no longer appears. Excel retains 
the contents of the affected cells as well as 
any other formatting you applied. 


What does the New Rule button do? 


w The New Formatting Rule dialog box opens. 
Use this dialog box to create a conditional 
formatting rule that is not available from 
the Conditional Formatting menu. See the 
section “Create a New Conditional 
Formatting Rule” for an example. 
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Create a New Conditional 
Formatting Rule 





xcel offers a large variety of predefined 
conditional formatting rules, as described 
throughout this chapter. However, in 


situations where you cannot find a rule that suits your 
needs, you can create your own rule. 


You can create conditional formatting rules that are 
similar to the predefined rules; for example, you can 
create a rule that highlights the top 5% of the values 
in a list. You can also create a rule based on a formula, 
as shown in this example. When you create a 
conditional formatting rule based on a formula, you 
identify the range to which it applies, the formula you 


want Excel to use when determining whether to apply 
formatting, and the formatting you want Excel to 
apply. The formula you use in the conditional 
formatting rule evaluates to true or false; when the 
formula evaluates to true, Excel applies the formatting. 


For example, suppose you would like to apply 
conditional formatting so a total appears only if all cells 
referenced by the SUM function contain numbers. The 
example in this section hides the sum by applying a 
white font color to it; the conditional formatting 
displays the sum when the conditions are met. 










@ Set up your worksheet. 
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white. 


Q® Select the cells to which 
the new rule should apply. 


@ Click the Home tab. 


@} Click Conditional 
Formatting. 


Q Click New Rule. 


U 


{ Quarter 7 3256 
3 Guwarter2 50 
a2 warner a SF 
& Quarter 4 HU 


Select a Rule Type: 


The New Formatting Rule 
dialog box opens. 


@ Click here to create a 
formula. 








(& Formal al orl bene ion her wali 
i Pormat ondy cells that conten 
i Forma ondy bop or bolo sade ve 

Oe ornate ond wehees Rhest are abowe or behoer average 
i Poem ondy eget ale eke 

|» Une 8 Fontula bo detentame wach cele bo hornet 


Erik thes Puke Devsrrisbione 
Lornmat values where ther forniule be 
mv eS Sapo 
Preview, No Format set 


@ Type a formula here that 
evaluates to true or false. 


This example uses the 
COUNT function, which 
evaluates whether cells in 
a range contain numbers. 


© Click Format. 
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The Format Cells dialog box 
opens. 


© Click the tabs and then select 
the formatting you want to 
apply if the conditions are 
true, 


@ This example applies a blue 
fill color. 


@ Click OK twice. 


Excel closes the Format Cells 
dialog box and the New 
Formatting Rule dialog box. 


Excel applies the formatting if 
the conditions are true. 


Note: The COUNT function used in 
this example specified that the 
formatting should be applied if 
B2:B5 contain numbers. 


Can I create a rule that 
formats cells if they do not 
contain a particular value? 


v Yes. Complete steps 1 to 5. 


In step 6, select Format 
only cells that contain from 
the list at the top. In the 
Edit the Rule Description 
section, click the second 
drop-down arrow ([-]) and 
then change Between to 
Not Equal. In the third 
field, type a value. Then, 
complete steps 8 to 10. 
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Pattern Color: 


Automatic | 


Pattern style: 












Quarter 1 3256 
Quarter 2 2250 
Quarter 3 3471 
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Can I create a rule that 
formats cells if the values 
in them do not fall 
between two values? 


vw Yes. Complete steps 1 to 5. 
In step 6, select Format 
only cells that contain from 
the list at the top. In the 
Edit the Rule Description 
section, click the second 
drop-down arrow ([-]) and 
then change Between to 
Not Between. In the third 
and fourth fields, type 
values. Then, complete 
steps 8 to 10. 





Can I change the cells to 
which a rule applies after | 
create the rule? 


w Yes. Click a cell formatted 
by the rule. Then, click the 
Home tab and click 
Conditional Formatting. 
Click Manage Rules to 
open the Conditional 
Formatting Rules Manager 
dialog box. Click the rule 
and then click in the 
Applies To field. Then, click 
the cells in the worksheet 
to which the rule should 
apply. Click the Apply 
button to see the change 
and then click OK to save 
the change. 
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Link Worksheets 


by Pointing 


ou can link the information stored in one 

workbook to another workbook to ensure that 

you have up-to-date information at all times. 
Suppose your company keeps daily sales records in a 
workbook that is updated each day by another 
employee. Your job is to summarize the daily sales 
information so you can then produce a variety of 
charts that show sales trends over time. You need the 
daily sales information to do your job. 


You could open the other employee’s workbook and 
copy the information into your own workbook. 
However, if you create a workbook that contains link 


Tra tue by Pointing ** 





@ Open the source workbook and the 
dependent workbook. 


® Display the dependent workbook. 


© Click the cell that should contain 
the link formula. 


® Type the formula up to the point 
where you need to refer to a cell in 
the source workbook. 


Note: For more on working with 
common formulas, see Chapter 10. 


o Switch to the source workbook. 


@ You can click the taskbar button for 
the workbook or you can click the 
View tab and then click Switch 
Windows on the Ribbon. 


@ The Formula Bar shows that entry 
of a formula is in progress. 
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formulas — also called external reference formulas — to 
the daily sales workbook, your workbook will always 
contain the latest data. 


When you link workbooks, the one containing the link 
formulas is called the dependent workbook. The 
workbook containing the information is called the 
source workbook. You can create external reference 
formulas by using several different techniques. The 
example in this section demonstrates how to use cells 
in the source workbook as the reference in a formula 
stored in the dependent workbook. 
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© Click the cell or range 


you need for the formula. 


@ Press Enter or click [7. 
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Excel switches back to 
the dependent workbook. 


In the cell you selected in 
step 3, Excel displays the 
result of the formula. 


The formula, including 
the external reference, 
appears in the Formula 
Bar. 


Can you explain the syntax 
of the external reference? 


w Because the reference is 
external, it includes the 
workbook name and the 
worksheet within the 
workbook in addition to 
the actual cell address. 
Excel encloses the 
workbook name in square 
brackets ({ ]) and then lists 
the worksheet name. Excel 
separates the worksheet 
name from the cell 
reference with an 
exclamation point (!). If 
either the workbook name 
or the worksheet name 
includes a space, Excel 
encloses both of them in 




















single quotation marks (‘ '). 
If the source workbook is 
located on a network, the 
reference also includes a 
drive letter and path name. 


Can I type an external 
reference in a link formula? 


wv Yes. If you do type the 


external reference, you do 
not need to open the 
source workbook to create 
the link formula. However, 
because the references are 
long, you run the very real 
risk of introducing 
typographical errors in the 
link formula. Try typing the 
reference, and if you 
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encounter an error, then 
use the techniques 
described in this section 
or in the next one. 


How does Excel update a 
workbook that contains an 
external reference? 


Ww When you open the 
workbook, Excel updates 
the links by using the 
source workbook. If the 
source workbook becomes 
unavailable — perhaps 
because someone moved it 
to another location — you 
can update the links 
manually. See the section 
“Update Links” for more. 
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Paste 
Links 


n addition to referring to an external range by 
pointing, you can link a dependent worksheet to 


a source worksheet by using the Paste Link 
command. The Paste Link command is a special form 
of the Paste command that creates a link when you 
copy data. 


Creating links by copying and pasting is particularly 
useful when you need to copy a large amount of 
information from a workbook that changes regularly 
to another workbook. Suppose your company keeps 
daily sales records in a workbook that is updated each 


@ Open the source 
workbook and the 
dependent workbook. 


@ Display the source 
workbook. 


@ Select the cell or range for 
which you want to create 
links. 


@ Click Copy ([&). 


© Switch to the dependent 
workbook. 


@ You can click the taskbar 
button for the workbook 
or you can click the View 
tab and then click Switch 
Windows on the Ribbon. 


© Click the cell that should 
contain the first link 
formula. 
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day by another employee, and you need the daily 
sales information to do your job. You can create a 
linked copy of the information in the other employee’s 
workbook. That way, each time the other employee 
updates the source workbook, Excel automatically 
updates your dependent workbook, and your 
workbook always contains the latest data. 


This section presents an example of creating a link 
formula that simply displays the contents of a source 
workbook cell in the dependent workbook; the link is 
created by copying and pasting information. 
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@) Click the Home tab. 


© Click the drop-down 
arrow ([*]) below the 
Paste button. 


© In the drop-down list, 
click Paste Link. 


Excel copies the range 
from the source 
workbook to the 
dependent workbook. 


@ Each cell in the 
dependent workbook 
contains a formula that 
links it to the source 
workbook. 





‘Can I type a formula that 
just displays the contents 
of one cell in another? 


w Yes. The formula is nothing 


more than an equal sign 
(=) followed by the address 
of the cell containing the 
information you want to 
display. If the cell resides in 
another workbook, the 
format for the external link 
formula would be 

=| WorkbookName] 
Sheetname!CellAddress. 
When you use the Paste 
Link command as shown in 
this section, Excel produces 
this formula. 
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I tried to use the Paste Link 
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1 Date Amount Acctlype Opened By Branch 
at 131/301 
2 13/1/2010 3/8/1900 Internet 
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17 izfafnoo 62/8/1900 Internet Customer service West Valley Mew 

13) 13/4/P000 1/19/1900 VOIP Phone Customer Service West Valley Existing 
14) 13/4/2010 1/13/1900 VOIP Phone Customer Service East valley Existing 
15/12 /5/e0L0 2/20/1900 TY 
16 12 fSPR010 2/98/19 Ty Customer sorien Wieet Valley Existing 
17) 12/5/2010 1/15/1900 VOIP Phone Customer Service Phoenix Existing 
18) 12/S/20l0 2/20/1900 TY 
19 13/5/2010 2/8/1500 Internet Customer Service Phoenis Pew 

TO 12/6/2010 1/19/1900 VOIP Phone Customer Service Phoenix Existing 


Customer Service Phoenix Existing 


Customer Service Phoenix Existing 


A 2f6f7010 3/6/1900 Internet Customer Service Cast valley Existing 

22, 12/6/2010 2/8/1900 Internet Customer Servio Easktvalley New 

7 1zfesT0 | 3/8/1900 Internet Customer service West Valley Mew 
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15 Customer Service FR Cet 
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2/8/1900 [nberrvet 


Phoerdx how 


command, but it is not 
available. What am I doing 


Vv 


wrong? 


You are probably trying to 
copy information into a 
range formatted as a table. 
While you can copy 
information from a table 
into a range, you cannot 
copy information from a 
range into a table or copy 
information from a table 
into a table. To use the 
Paste Link command, the 
range in the dependent 
workbook must be a range 
and not a table. 





What happens if I insert a 
row in the source 
workbook? 


w If you open the dependent 
workbook and change the 
structure of the source 
workbook, Excel properly 
adjusts the external 
references in the 
dependent workbook. 
However, if you do not 
open the dependent 
workbook, the references 
are not updated. If you 
want to work 
independently in the two 
workbooks, establish 
named ranges in the 
source workbook that you 
use in the link formulas. 


513 


Update 
Links 


ou can make Excel update links in a 

dependent workbook. If you open both the 

dependent workbook and the source 
workbook, Excel automatically updates links. However, 
suppose you have been working in the dependent 
workbook for a while and you want to ensure that it 
contains the latest information. That is, you want to 
update the dependent workbook with any changes 
that may have been made to the source workbook. 
You do not need to close the dependent workbook 
and reopen it; you can use the Edit Links dialog box. 





Update Links \ 


Update Links Manually 





Pg Layee 


@ Display the dependent a 


Poem Dr Pashia ite 





By default, Excel sets a workbook containing links to 
use the Automatic Update of Links option and then 
disables automatic updating. As a result, when you 
open both the dependent workbook and the source 
workbook, Excel updates links. However, if you open 
only the dependent workbook, a security warning 
appears just below the Ribbon, telling you that 
automatic updating of links has been disabled. 


You do not need to open the source workbook to 
update the links in the dependent workbook. You can 
update the links in the dependent workbook if you 
temporarily enable automatic updating of links. 







Link dependentidss - Microsatt Excel 





workbook. 
@ Click the File tab. 
@ Click Info. 
® Click Edit Links to Files. 


The Edit Links dialog box 
opens. 


© Click the appropriate 
source file. 


© Click Update Values. 


Excel updates the links in 
the dependent workbook. 


@ Click Close. 
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Update When the 
Source File Is Closed 


a Open the dependent 
workbook but not the 
source workbook. 


@ A security warning 
appears. 


@ Click Enable Content. 


Excel enables links, 
updates the dependent 
workbook, and stops 
displaying the security 
warning. 
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After I follow these steps, I do not see 
the Security warning bar. Instead, I see 
a dialog box asking whether I want to 
update links. What should I do? 
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WwW Once you enable updating, Excel assumes 
you want updating enabled permanently, 
so it no longer prompts you to enable 
updating. Instead, Excel prompts you to 
update the dependent file containing links 
with any updated information contained in 
the source file. If you opt not to update, 
Excel retains old information in the 
dependent file, but if you opt to update, 
it refreshes the dependent file by using 
current information from the source file. 
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Is there a way to avoid the prompt and 
simply always update the dependent file 
with source file information? 


w Yes. Follow steps 1 to 4 in the subsection 
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“Update Links Manually.” In the Edit Links 
dialog box, click the Startup Prompt button. 
Excel opens a dialog box that contains three 
options. Choose the third option to always 
update the dependent file without 
prompting. Choose the first option to open 
the dialog box that lets you choose to 
update when you open the dependent file. 
Choose the second option to open the 
dependent file, display no dialog box, and 


not update it with information 
source file. 


from the 
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Switch the 
Link Source 


ou can switch to a different source workbook 

if necessary. For example, you may find that 

the source workbook now resides in a different 
location than when you established the link or the 
name of the source workbook may have changed. It is 
also possible that an entirely new workbook has been 
created and you want to use it as the link source. In 
any case, the link formulas in the dependent workbook 
will not function properly. You do not need to 
re-create all the links to accommodate the new 
location of the source workbook or its new name; you 
can fix the link formulas by updating the name or 
location of the source workbook. 


Switch the Link Source * 


@ Open the dependent workbook. 
@® Click the File tab. 

@ Click Info. 

® Click Edit Links to Files. 








The Edit Links dialog box opens. 
&) Click the appropriate source file. 
© Click Change Source. 


The Change Source dialog box 
opens. 


& Navigate to and then select the 
new source workbook. 


@ Click OK. 


The new source workbook and 
the old source workbook appear 
in the Edit Links window. 


& Click Close. 


@ Click the File tab to redisplay the 
workbook. 








Switching to a different source workbook is not 
difficult. You use the same procedure to change the 
source workbook whether the original source 
workbook is now located in a different folder or the 
name of the source workbook is no longer what it was 
when you created link formulas in the dependent 
workbook. To switch to a different source workbook, 
you use the Edit Links dialog box. Switching to a 
different source workbook does not eliminate the 
original source workbook from the Edit Links 

dialog box. 





Disable 


f you decide that you no longer need the 


Link 
external references to the source workbook that 


] are stored in the dependent workbook, you can 
disable the links. When you disable links, Excel 
converts the external reference to a value. For 
example, suppose the source workbook is named 
source.xlsx, and in the dependent workbook in cell 
G11, you have a link to the range C3:C12 on Sheet1 
in the source workbook. In this case, your link 
formula would read: 


=SUM([source.xlsx]Sheet1!$C$3:$C$12) 


Disable Links 


@ Display the dependent 
workbook. 


@ Click the File tab. 
© Click Info. 
® Click Edit Links to Files. 


The Edit Links dialog 
box opens. 


& Click the appropriate 
source file. 


© Click Break Link. 


Excel warns you that 
breaking links cannot 
be undone. 


@) Click Break Links. 





Excel breaks the 
selected link and then 
converts link formulas 
to values. 


8) Click Close. 


© Click the File tab to 
redisplay the 
workbook. 
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Suppose the sum of the range C3:C12 on Sheet1 of 
source.xlsx is 26. If you break the link between the 
two workbooks, cell G11 would now read: 


26 


Be aware that if you break links between a source 
workbook and a dependent workbook, you cannot 
undo the operation. The only way to recover is to 
immediately close the dependent workbook without 
saving. If you are unsure about whether you really 
want to disable links, save the dependent workbook 
with a new name; the newly named file is a backup. 
Then, complete the steps in this section, and if you 
do not like the results, you can delete the original 
dependent workbook and work in the backup. 
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Consolidate Data 


by Position 


ou can combine information from multiple 

worksheets onto a single worksheet by 

consolidating. Suppose you receive workbooks 
containing product sales information from several 
different divisions in your company, and your job is to 
combine the information to produce overall product 
sales figures and charts. 





You can easily consolidate information if the 
workbooks or worksheets are laid out exactly the same 
way or very similarly based on the information’s 
relative position in the workbook. If your worksheets 
are laid out very differently, you can try consolidating 
using labels; for more, see the section “Consolidate 
Data Using Labels.” 
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@ Open the workbook 
containing the data you want 
to consolidate. 


® Insert a new worksheet or 
open a new workbook. 


@ Click the cell that will be the 
upper-left corner of the 
destination range. - 


® Click the Data tab. Y 
© Click Consolidate. : 





The Consolidate dialog box z 
opens. ” 


Hi 


sm Simla ee te | 
BS | 


Typically, when you consolidate information, you want 
to add corresponding information in each worksheet. 
However, Excel does not limit you to summing. 


You can consolidate worksheets in the same workbook 
by inserting a new worksheet; see Chapter 6 for more. 
You can also simply start a new workbook; you 
typically start a new workbook when consolidating 
several workbooks. The other workbooks do not need 
to be open, but opening them makes consolidation 
easier. This example consolidates data on separate 
sheets in the same workbook. The destination range 
appears on the new worksheet and contains the 
consolidated data. 





6 Month Sales Figures for 2010 


(im Thousands) 


lameary = Febreary March «) May fane Total Sales 





otal - 4 





© Select the first range you [ 
want to consolidate. 


Note: You can click any worksheet 
or workbook with the Consolidate 
dialog box open. 


@ Click Add. 2 
© Repeat steps 6 and 7 for each i 
range you want to - 
consolidate. » 
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@ The ranges you add 
appear here. 


Note: Excel assumes you 
want to consolidate the 
same range in each 
worksheet you display. 


© Click OK. 


Excel redisplays the 
worksheet you 
displayed in step 2. 


@ Excel fills in the sum of 
the numbers you 
selected in each 
worksheet. 


As you can see in the 
Formula Bar, Excel fills 
in values, not formulas. 





Can Excel consolidate text 
as well as numbers? 


w No. Consolidation is 


designed to perform some 
sort of mathematical 
calculation. If you try to 
include text when selecting 
data to consolidate, Excel 
accepts the reference but 
does not display the 
contents of any cells that 
contain text in the 
destination range. Instead, 
those cells are blank in the 
destination range. 
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Function: 





[sl 


Sum 


Reference: 





All references: 












East !$8¢5:$H$8 
North!$B$5:$H$3s 
Suull !$B$5:$HSS 
tirade t=) ioe dar b= 











Add 
y | Delete | 








Use labels in 
("| Top rove 
[| Left column —s [| Create links to source data 
BS ~¢ fe | 585 —<—__— 
A B Cc D E F G H I 
1 6 Month Sales Figures for 2010 
2 | (Irn Thousands) 
3 | January February March = April May June Total Sales 
4 All Regions 
5| widgets [__saske—cea—® 619 959562347 3732 
_6 | Gadgets 635 691 755 739 819 831 A530 
ee | Sedgets 639 795 651 739 759 771 4674 
& total 1919 2149 2225 2193 2201 2249 12936 
9 


I expect the source data 
range to grow. Is there a 
way to create the 
destination range to 
accommodate growth? 


wv Yes. Instead of selecting a 
range that contains the 
data you want to 
consolidate, select entire 
columns that include the 
data you want to 
consolidate. Then, as the 
data in the source range 
grows, the consolidation 
will accommodate it. 


Can Excel create formulas 
instead of entering values 
when consolidating? 


w Yes. Excel can create link 
formulas that you can then 
update if the data in one of 
the worksheets you include 
in the consolidation 
changes. In the Consolidate 
dialog box, click the Create 
links to source data check 
box (|_| changes to |I¥!). 
The destination range 
serves as the dependent 
worksheet, and the data 
you identify to consolidate 
serves as the source 
workbook or workbooks. 
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Consolidate Data 


by Using Labels 


f the information you want to consolidate is not 

laid out the same way in each worksheet, you 

might be able to consolidate by using labels to 
identify similar data. Suppose you receive workbooks 
containing product sales information from several 
different divisions in your company, and your job is to 
combine the information to produce overall product 
sales figures and charts. This form of consolidation 
does not produce as clean a result as consolidating by 
position, as described in the section “Consolidate Data 
by Position,” but it does enable you to consolidate 
workbooks that are not laid out exactly the same way. 





Consolidate Data by Using Labels 





@ Open the workbook 
containing the data you 
want to consolidate. 


® Insert a new worksheet or 
open a new workbook. 


© Click the cell that will be 
the upper-left corner of 
the destination range. 


® Click the Data tab. 
6 Click Consolidate. 


The Consolidate dialog 
box opens. 


© Select the first range you 
want to consolidate, 
including row or column 
labels. 


sa vweaiwa ww = 


Note: You can click any 
worksheet or workbook with the 
Consolidate dialog box open. 


@ Click Add. 


© Repeat steps 6 and 7 for 
each range you want to 
consolidate. 


SSeescescatecrre«te~ 
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You place consolidated information on a blank 
worksheet. If you want to consolidate worksheets in the 
same workbook, you need to insert a new worksheet, 
as described in Chapter 6. You can also start a new 
workbook; you typically start a new workbook when 
consolidating several workbooks. Although you do not 
need to open the workbooks to consolidate them, 
opening them makes consolidation easier. 


This example consolidates data on separate sheets in 
the same workbook. The destination range on the new 
worksheet contains the consolidated data and should 
be blank when you start. 





& Month Sales Figures for 2007 
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@ The ranges you add appear here. 


© Click one or both of these check 
boxes to identify the labels Excel 
should use to match the data 
((]] changes to |WJ). 


@ You can click here to create link 
formulas for consolidated values 


((] changes to [)). 
@ Click OK. 


Excel redisplays the worksheet 
you displayed in step 2. 








Excel takes its best guess at filling 
in the sum of the numbers you 
selected in each worksheet. 


@ Any information that was not 
identical in the ranges you 
consolidated appears separately 
in the destination range. 


Note: Excel fills in values or formulas 
in the destination range. 





Can I perform other 
calculations when 
consolidating besides 
summing? 

w Yes. You can use any of 
these statistical functions: 
AVERAGE, COUNT, 
COUNTA, MAX, MIN, 
PRODUCT, STDEV, 
STDEVP, VAR, or VARP. To 
select a calculation other 
than SUM, click the 
drop-down arrow ([=]) 
below Function in the 
Consolidate dialog box 
and then click a calculation 
in the list that appears. 
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Function: 
Sum [=] 
Reference: 
| fe" Browse... 
on — 
' ?: 

@ 7 eerie. Los 
¢ inf : 

D Lise labels in 

Create inks to source data 
eae 
A 8 Cc D t F G H i 

1 anuary February March April May june Total Sales 
2 East 
3 North <—_9 
4 South 
5 West 
6 Widgets 585 663 619 595 623 G47 3732 
7 Gadgets 635 691 755 793 819 $31 4530 
8 Sedgets 699 795 851 799 759 771 4674 
9 East Total S08 560 S66 558 560 572 3324 
10 South Tot: 472 539 566 558 560 572 3267 
11 West Tota 498 563 566 558 560 572 3317 
12 Total Sale 2801 3123 3279 3231 3243 3315 18992 
13 North Tot: 441 487 527 519 521 533 3,028 
14 
15 


16 
17 
18 
19 
20 
21 





Why is the destination 
range a single cell? 


wv If you select a single cell 


for the destination range, 
Excel expands the 
destination range to 
accommodate as much 
consolidated information 
as necessary. If you select a 
row, Excel expands the 
destination range 
downward. If you select a 
column, Excel expands the 
destination range to the 
right. If you select a range, 
Excel does not expand the 
destination range. 





Can I make multiple 
consolidations in a 
worksheet? 


w Not exactly. You can create 
one consolidation per 
worksheet, but you can add 
or remove source areas and 
then redo a consolidation. 
If you consolidate without 
creating links to the source 
data, removing all the 
source areas from a 
consolidation does not 
affect the consolidation. 

To remove source areas, 
reopen the Consolidate 
dialog box, select each 
reference, and then click 
Delete. 
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Create 


Various Scenarios 


sing the Scenario Manager, you can explore 

different possible outcomes for a given set 

of data. Creating different possible 
outcomes is often referred to as creating a what-if 
model. That is, by modifying certain data, you answer 
the question, “What would happen if | made this 
change?” When you work with scenarios, you use a 
worksheet that contains some values that do not 
change and others than do change. You identify the 
cells that contain changing values and supply a 
scenario name. Then, you supply variables for the 


changing cells. 


case should it occur. 


CeCe Ta CliRMm Yate a (iy 





@ Select the changing cells 
of your model. 


@ Click the Data tab. 
© Click What-If Analysis. 


® Click Scenario Manager to 
open the Scenario 
Manager dialog box. 


® Click Add. 


The Add Scenario dialog 
box opens. 


© Type a scenario name 
here. 


@ Verify that the addresses 
are correct for the 
changing cells. 


@ Click OK. 
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For example, suppose you want to evaluate a potential 
mortgage payment after being given several different 
down payments and interest rates. You can create as 
many scenarios as you want by using different down 
payment and interest rate percentages, naming each 
scenario so you can identify it. You can then display 
the information you store for each case at any time 
for analysis. You may also want to create Best Case, 
Worst Case, and Most Likely Case scenarios so you can 
switch between cases and analyze the impact of each 
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The Scenario Values dialog 
box opens, displaying the 
labels of the cells you 
selected in Step 1. 


© Type values for each 
changing cell. 


Note: If the cells selected in step 1 
contain values, Excel suggests 
those values. 


@ Click OK when you finish 
creating scenarios. 


The Scenario Manager dialog 
box reopens. 


@ Defined scenarios appear 
here. 


@ Click Close. 


Can I make changes to a 
scenario after I create it? 


w Yes. Complete steps 1 to 4. 
Click the scenario you 
want to change and then 
click Edit. The Edit Scenario 
dialog box opens. In this 
dialog box, you can 
change the scenario name 
or the addresses of the 
changing cells. Click OK, 
and Excel opens the 
Scenario Values dialog box. 
Using this dialog box, you 
can enter new values for 
the scenario. Click OK to 
reopen the Scenario 
Manager dialog box. 


! Scenario Values 


Performing What-lIf Analysis 
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Enter values For each of the changing cells, 







































Scenario Manager 
Scenarios: 


20% down, 6.5% Interest 
20% down, 6% Interest 
15% down, 6.5% Interest 
15% down, 6%. Interest 


If | no longer need a 
scenario, how do I delete 
it? 

‘Ww Complete steps 1 to 4. 
Click the scenario you 
want to change and then 
click Delete. Be aware that 
you cannot undo this 
action. If you delete a 
scenario and then decide 
you need it, you can either 
close the workbook 
without saving or you must 
re-create the scenario by 
using the steps in this 
section. 


What do the Protection 
options in the Add Scenario 
dialog box do? 


w These options are in effect 


only when you choose the 
Scenario option while 
protecting the worksheet. 
If you protect a scenario, 
nobody can modify it 
unless he or she knows the 
password. If you hide a 
scenario, it does not 
appear in the Scenario 
Manager dialog box. See 
Chapter 29 for more on 
protecting a worksheet. 
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Display 
a Scenario 


ou can display a scenario at any time by using 
the Scenario Manager dialog box. When you 
use the Scenario Manager to display a 
scenario, Excel updates the changing cells you defined 
to display the values stored in the scenario you select. 
You can switch between scenarios as often as you 





want to review the information each scenario provides. 


You can display any scenario you see in the Scenario 
Manager dialog box; by default, Excel displays 
scenarios that are available in the worksheet. Scenarios 
created on other worksheets in the same workbook 


Display a Scenario 





are available only when you display the other 
worksheets. It is also possible that scenarios may be 
hidden if the worksheet was protected. 


When you close your workbook, Excel prompts you to 
save the workbook even if you close the workbook 
displaying the same scenario that appeared when you 
opened the workbook. Each time you display a 
different scenario, Excel treats the worksheet as if you 
had manually changed the values in the changing cell. 
Because all your scenarios are saved with the 
worksheet, you can safely save the workbook 
displaying any scenario. 





@ Open the Scenario A e 
Manager dialog box. 


1 
: 3 Purchase Price 
Note: To open the Scenario ‘ Clown Payment 
Manager dialog box, complete ° Loan Term 
. . 6 Interest Rate 
steps 1 to 4 in the section : 
“Create Various Scenarios.” a Loan Amount 
4 Monthly Payment 
@ Defined scenarios appear 1 
here. 12 
13 
@ Click a scenario. F 
16 
@ Click Show. u 
ig 
u 





A B 


@ The results of the scenario 


1 
appear in the worksheet. 2 
3 Purchase Price 
& Repeat steps 2 and 3 for 4 Down Pay 
each scenario you want to e pen Lore: 
. 6 Interest Rate 
view. 7 
8 Loan Amount 


9 Click Close when you are 9 
done. . 


Monthly Payment 
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Loan Payments for Varying Downpayments and Interest Rates 











“1,274 
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Loan Payments for Varying Downpayments and Interest Rates 








Scenano Manager 





250,000.00 
270% Scenarios: 
360 | POY down, 6% Interest 
6.50% 15% down, 6.5% Interest f 
115% down, 6% Interest 
200, 000.00 
$1,764.14 


Changing cells: [Gown Payment,Interest Rate 
Commer: [Created by Windows User on 3/8/2010 
Modified by Windows User on 3/8/2010 














Close 
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Switch Scenarios 


Quickly 


f you switch scenarios often, you may find it Scenario button. You can add any button to the 

more convenient to use the Scenario button Quick Access Toolbar, including buttons that do not 

than to open the Scenario Manager dialog box. appear on the Ribbon; Excel does not restrict you to 
When you click the Scenario button on the Quick adding only buttons that appear on the Ribbon. 


Access Toolbar, Excel displays a list of scenarios that 
are available in the worksheet; you simply click a 
scenario to display it. As you switch worksheets, the 
scenarios that display when you click the Scenario 
button change based on the scenarios available in 
the worksheet you are currently viewing. 


When you customize the Quick Access Toolbar, the 
buttons you can add are organized in groups in the 
Excel Options dialog box. When you find the group 
that contains the button you want to add, you can 
locate the button in that group. 


The Scenario button is not available on any of the 
Ribbon tabs. To use the Scenario button, you must 
customize the Quick Access Toolbar by adding the 


Switch Scenarios Quickly 





@ Click here ([F). 


® From the menu that 
appears, click More 
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® Click here ([)) and 


then click Commands 
Not in the Ribbon. 
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A button for scenarios 
appears on the Quick 
Access Toolbar. 


@ Click the button. 


Available scenarios 
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@ This [¥ identifies the 
currently displayed 
scenario. 
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Merge 
Scenarios 


n occasion, you may want to merge 

scenarios created in one workbook with 

scenarios created in another workbook. For 
example, if you work in a workgroup situation, it is 
entirely possible that different departments may be 
using the same model and have created different 
scenarios on separate sheets in the same workbook or 
even in different workbooks. 


For example, suppose the marketing department set 
up scenarios by using one set of values for the 
changing cells, while the finance department copied 
the model information to a new worksheet and then 
set up its own scenarios on the new worksheet by 


Merge Scenarios * 


@ Open the workbooks that 
contain the scenarios you pir 
want to merge. A 








® Select the worksheet nee 


where all the scenarios 
should ultimately be 


: 
available. ‘ Dow Payeard 
5 Loan Term 
. b imerest Rate 
© Click the Data tab. ; 
al Loan Amount 
@ Click What-If Analysis. | _ Monthy Paymen 
11 
Q Click Scenario Manager. 3 
4 
15 
1b 
i7 
18 
19 





The Scenario Manager 
dialog box opens. 


i 
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+ Loan Payments for Varying Downpayments and Interest Rates 


Purchase Price 





using an entirely different set of values for the 
changing cells. In the meantime, the operations 
department copied the model information into an 
entirely different workbook and then set up scenarios 
by using its own set of values for the changing cells. 
You can easily merge the scenarios together into one 
worksheet in one workbook so you can switch 
between all the available models. 


If you are merging scenarios across workbooks, be sure 
that you open all the workbooks involved before you 
start the process described in this section. This 
example merges scenarios from different sheets in the 
same workbook. 
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The Merge Scenarios dialog box 
opens. 


&) Click a worksheet containing 
scenarios you want to merge into the 
worksheet you selected in step 2. 


@ The number of scenarios available to 
merge in the selected worksheet 
appears here. 


@ Click OK. 


The Scenario Manager dialog box 
reopens. 


@ The scenarios you merged appear 
here, along with scenarios originally 
stored in the active worksheet. 


© Repeat steps 6 to 8 for each 
worksheet containing scenarios you 
want to merge. 


@ Click Close. 


My scenarios ended up in the wrong 
workbook. What did I do wrong, and how 
do I fix it? 

w You selected the wrong worksheet in step 
2. Before you begin the merge process, you 
should be looking at the worksheet in 
which you want all scenarios available. To 
correct the problem, open all the 
workbooks containing scenarios that you 
want to merge. Then, select the worksheet 
in the workbook where you want all 
scenarios to be available when you finish. 
When that worksheet is the active 
worksheet, perform steps 3 to 10, 
remembering to select the workbook 
containing the scenarios you want to merge 
before completing step 7. 


Performing What-If Analysis 
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Sheet: 























‘loan payment, xlsx 


Scenaria Summary 


There are 3 scenarios on source sheet, 


: 


| Scenario Manager 












SCenarios: 


ale Lae = 
20% down, 6% Interest 
15% down, 6.5%. Interest 
15% down, 6%) Interest 
30 Years 

20 years 

15 years 


Corment: Created by Windows User on 3/8/2010 


Modified by Windows User an 3/6/2010 


Should I do anything differently if | am 
merging scenarios from another workbook? 


w Yes. Before you complete step 7, click the 
drop-down arrow ([=]) beside the Book field 
to choose the workbook containing the 
scenarios you want to merge. Excel then 
displays the names of the worksheets in that 
workbook. You can then complete steps 7 
to 10 to select scenarios from those 
worksheets and merge them into the active 
worksheet and workbook. 


Can I merge only some scenarios in a 
worksheet with scenarios in another 
worksheet? 


‘w No. You cannot selectively merge scenarios. 
However, you can merge all the scenarios 
and then delete the ones you do not want 
to be available in the active worksheet. 
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Create 


a Scenario Report 


reating scenarios is an effective way to help 

you consider a variety of possible outcomes. 

However, by design, the Scenario Manager 
enables you to view only one scenario at a time. There 
are circumstances under which you will want to 
compare scenarios. Rather than set up each scenario 
and then print the worksheet, you can create a 


scenario summary report. 


When you create a scenario summary report, Excel 
asks you to identify the result cells — those cells that 
are affected in your scenario by the changing cells. 


Create a Scenario Report | 


@ Click the worksheet 
containing the scenarios 
on which you want to 
report. 


@ Click the Data tab. 
© Click What-If Analysis. 
® Click Scenario Manager. 


The Scenario Manager 
dialog box opens. 


@ Available scenarios appear 
here. 


@ Click Summary. 
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Excel then displays a report that shows you the cell 
addresses for the changing cells and the result cells. In 
the first column of the report, you see the current 
values on the worksheet for the changing cells and the 
result cells. The other columns in the report present 
information for each scenario; in each column, you see 
the values you established for the changing cells and 


the values for the result cells. 
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4 Down Payment 7 
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To make the scenario report more meaningful, you 
can assign range names to each changing cell and 
each result cell. 





" 
> 
- 
- 


The Scenario Summary 
dialog box opens. 


© Double-check the 


addresses of the result 
cells; if they are 
incorrect, select the 
correct cells in the 
worksheet. 


©@ Click OK. 


e@ Excel creates a Scenario 


Summary worksheet 
for the report. 


This column shows the 
values for the changing 
and result cells at the 
time you created the 
report. 


Stored scenario titles 
appear here. 


Stored scenario values 
appear highlighted in 


Olay. 





How do I assign range names? Can I change the values that appear in the 


w If you assigned labels to the various cells, 
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Current Values column? 


you can easily assign the label name as a Ww The report is not dynamic, so although you 
range name. Click the cell to which you can change the values of the changing cells, 
want to assign a name — not the label cell Excel does not automatically update the 

but the cell containing the value. Click the result cells. You can manually change the 
Formulas tab and then click Define Name. value in the result cells or you can switch 
The New Name dialog box opens, back to the sheet containing the scenarios, 
suggesting the label you assigned to the select a different scenario, and then follow 
value in the Name field. You can change the steps in this section to create another 
the name or, if you like it, click OK. Repeat scenario summary report. 


this process for each cell to which you want 


to assign a range name. Although nothing 
seems to happen, Excel stores the range 
names and displays them on the scenario 
summary report. 


If | do not assign range names, what 
changes on the report? 


w In the first column of the report, the cell 
addresses of the changing cells and the 
result cells appear instead of the range 
names shown in this example. 


529 


Create 





a Scenario PivotIable 


or simple cases, where you look at only one or 
possibly two result cells, creating a scenario 
summary report is usually sufficient to help you 
compare a variety of possible outcomes. However, if 
your scenarios are more complex and include several 
input and result cells, you may find a scenario 
PivotTable to be more useful when comparing 
scenarios. By its very nature, a PivotTable provides 
great flexibility, allowing you to rearrange the data to 
view it in a variety of different ways. Looking at the 
scenario results in different ways may point out 
information you might otherwise have missed. 








@ Click the worksheet 
containing the scenarios 


on which you want to Serra EP sromomer | Bnvtng 


For more on working with PivotTables and even 
producing charts from PivotTable information, see 
Chapter 22. 


When you create a scenario PivotTable report, Excel 
asks you to identify the result cells — those cells that 
are affected in your scenario by the changing cells. 
Excel then displays a PivotTable report that shows you 
one arrangement of the changing and result cells by 
using the cell addresses for the cells. To make the 
scenario PivotTable report more meaningful, you can 
assign range names to each changing cell and each 
result cell. 
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report. a tsetse, 
@ Click the Data tab. 
© Click What-If Analysis. 
® Click Scenario Manager. 


Widgets 
Gadgets 
Sedgets 
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The Scenario Manager 
dialog box opens. 


@ Available scenarios appear 
here. 


o Click Summary. 


Changerey cede: 
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january February March 





Total Sales 
14 145 
179 
A 
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The Scenario Summary 
dialog box opens. 


6 


Click the Scenario 
PivotTable report radio 
button (© changes 


to @). 


WY) Verify that the addresses of 
the result cells are correct; 
if they are incorrect, select 
the correct cells in the 
worksheet. 


Click OK. 


Excel creates a Scenario 
PivotTable worksheet. 


You can change the 

information displayed in 
the PivotTable by using 
the PivotTable Field List. 





Can I create a name for 
more than a single cell? 


w Yes. Select all the cells you 
want to define by a single 
name. Then, click the 
Formulas tab and click 
Define Name. The New 
Name dialog box opens. In 
the Name field, type a 
name for the selected cells; 
use an underscore 
character (_) to represent a 
space. Then, click OK. 
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How do I select more than 
one set of cells for the 
result cells? 


w Select the first set of cells. 
Then, press and hold the 
Ctrl key as you select the 
second set of cells. Repeat 
this process of holding the 
Ctrl key as you select cells 
for each set of cells you 
want to include. Excel 
defines each range in the 
usual way, separating the 
first and last cell addresses 
with a colon (:). Excel 
separates each range with 
a comma (,). 
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Is there a limit on the 
number of changing cells | 
can define? 


w Yes. You can define no more 
than 32 changing cells. If 
you attempt to define more 
than 32 cells, Excel displays 
an error message. 


Is there anything special | 
need to do to keep the 
results of a Scenario 
PivotTable report? 


w Yes. You need to save the 
workbook. If you close the 
workbook without saving, 
Excel does not save the 
Scenario PivotTable report. 
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Create a Data Table 
to Summarize Loan Possibilities 


' ou can create a data table to help you analyze To use a data table, you must first set up the 





the effects of changing one input variable on worksheet so it contains the formula you need to 
other variables in a calculation. For example, calculate. Then, in a separate area, you create a 
when you take out a loan, the amount of the loan skeleton for the data table. You set up the input values 
payment depends on the amount you borrow, the that Excel should use in the calculation as a column 
interest rate on the loan, and the length of time you and then establish cell references to the values you 
have to repay the loan. When you vary any one of these want calculated as a row across the top of the data 
four elements, the other three elements will change. table area. The cell in the upper-left corner of the data 


Suppose you want to know how much your loan table remains blank. 


payment will be at several different interest rates. You 
can create a one-input data table in Excel that 
calculates your payment at varying interest rates while 
holding the loan amount and term constant. 








Create a Data Table to Summarize Loan Possibilities 





Understanding the Setup 





@ Set up the values in the 





worksheet needed to 2 
make a single calculation. 3 Monthly Payment 
4 
@ Set up an area for the 5 
data table. 5 
7 
8 @ 
g 
10 
11 
12 
1 
14 
@ Input values appear ina pay" E E Z E i 
column. ; [Loal 
@ Formulas or references to 3 Purchase Price 250000 Monthly Payment 
formula cells appear ina 4 Duwr Payrneril 0.2 ei 
row. 5 Loan Term 360 
6 Interest Rate 0.07 
In this example, the data 7 
table’s formula row is Row 8 
4. The formula in cell F4 g Loan Amount =C3-(C3*C4) as 
refers to the formula 10 Monthly Payment =PMT(C6/12,C5,-C9) 
stored in cell C10. " 
12 
1] 
14 


Create a Data Table | D 
: { hts 1 __ (beanie DAgert Page Layut Peamulas Dat 
@ Select the data table a ; | IB S.. un T ¢ 2. 
range. Bronte "Teuces” | cients | ag ws ed Bites : 
@ Click the Data tab. cs - ae == 
re A c a E & La 


® Click What-If Analysis and 


then click Data Table in 3S Purchase Price © 250, 000001 Monthy Payriend 

: 4 Down Piginicrit 2UM 

the drop-down list. c Tem | 360 

ah 7.00% 
The Data Table dialog : 

box opens. a Lean Survcunt § 200, 000.00 

1 Meritt hil Paayrresrt £1, 3301.60 
@ Click in the Column : 
input cell field. 3 


@ Click the worksheet cell |. 
that represents the input |\7 


| Loan Payments for Varying Interest Rates 


ae | 





values. : 4 
2 @ 
In this example, C6 a 


represents input values. 








Performing What-If Analysis 
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© Click OK. 7a a s 
1 Loan Payments for Varying Interest Rates 
Excel fills in the data a . . 

. a Purcheae Price S250, 00.00 Motily Peyprncat 
table with calculated 4) Down Payment 207% $1 san ; 
values 5] Loan Term 360 5.00% 

. 6 | Interest Rate 7 00%. 5.25% $1,104.41 

t 550% $1,155.50 

@ The calculated values a | 575% SL167.A5 
a Loan Aurore 200, 000.001 B.00RS $1,199. 101 <_—__9 

appear here. 10; Monthly Payment $1,330.60 6.25% $1,231.43 

i 650% $1,264.14 

@ The array formula appears | i2 676% $1,297.20 

in the Formula Bar. a EAD Hes90.60 








How do | decide whether to 

use the Row input cell field 

or Column input cell field 

in step 47 

‘w You can place input values 
in a column of the data 
table, as shown in this 
example, or in a row; the 
formulas or references to 
formula cells appear in the 
data table’s other 
dimension. The location of 
the input values 
determines the field you 
use; use the Column input 
cell field when the input 
values appear in a column. 


Is there a way to hide the 
calculated values that 


appear in the references to 


cells containing formulas? 


w Yes. You can select the 
cells in the data table that 
contain references to 
formulas in the worksheet 
and then change the font 
color to match the 
background of the cells. If 
you Click the cell, the 
Formula Bar still displays 
the formula, but its result 
will not be visible in the 
cell. 


Instead of the loan 
payment amounts, my data 
table just repeats the 
Monthly Payment label. 
What did I do wrong? 


w You included the label 
when you selected the 
data table in step 1 of the 
subsection “Create a Data 
Table.” Select only the row 
containing formulas and 
the column containing 
input values. 
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Create a Data Table 
to Model Sales Projections 





' ou can create a data table to help you analyze When you want to change two variables, you create a 


the effects of changing two input variables on two-input data table in Excel. You first set up the 

other variables in a calculation. For example, worksheet so it contains the formula you need to 
when you calculate projected sales, you usually use calculate. Then, in a separate area, you create a 
last year’s sales as a starting point and then you skeleton for the data table. You set up one set of input 
estimate the projected growth rate of sales as well as values in the leftmost column of the data table area and 
the projected ratio of expenses to sales. You can vary the other set of input values as the top row of the data 
both the projected growth rate of sales and the table area. In the cell in the upper-left corner of the 


projected ratio of expenses to sales to calculate a series data table, you create a formula that references the cell 


of possible projected sales. 


in the worksheet that calculates projected sales. 








Create a Data Table to Model Sales ane 





Understanding the Setup 


@ Set up the values in the 
worksheet needed to 
make a single calculation. 


Note: This example calculates 
projected sales using the 
formula =B2+(B2*B3)-(B2*B4). 


@ Set up an area for the 
data table. 


@ In this example, input 
values for the first variable 
appear in a column. 


@ In this example, input 
values for the second 
variable appear in a row. 


In this example, the 
formula or reference to a 
formula cell appears here. 


In this example, the data 
table’s formula cell is B9, 
which refers to the 

formula stored in cell B5. 
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‘ : Sales Propection for 2011 4 
© Click What-lf Analysis 010 Auctuicel Sales $ S40, 000.00 


i | 


(Projected Annual Growth Rate 
Expenses to Sales Percentage 
2011 Projected Sales 


and then click Data 
Table in the drop-down 
list. 


e@ Click here and then 


| fe ad 1h 


click the worksheet cell ie 
that represents the row 2.100% | 
Possiole Growth Rates 25 


of input values. 


© Click here and then 
click the worksheet cell = j4,. 
that represents the _ 
column of input values. 


4.00% 
5.50% 
4.00% 





fe | (21a. e (64,83) 





Sales Projection for 2011 












: t 
© Click OK. 2 7010 Actual Sales § 550,000.00 
3 {Projected Annual Growth Hate 1. SE. 
Excel fills in the data 4 |Expenses to Sales Percentage 5.00% 
7 & 2011 Projected Sales © $30,750.00 
table with calculated Be 
7 
val Ues. a Forsible Fxponce fo Soles Ratio 
a $530,750.00 _ Ee 10%. 15% 20, 
@ The calculated values io Looe|s 520,000.00 }qe—seeceecc@ 473,000.00 $ 445,500.00 
1 50% 5 530,750.00 $ 503,250.00 5 475,750.00 5 446,250.00 
appear here. 12, TUG & 835,500.00 & S05,00L00 & ATH,SOL00 & 451,000L00 
1a Possible Growth Rates. 250% $ S3n,750.00 $ SORTSOO $ s81,75n00 $ 453, 7Sn00 
@ The array formula ta 300% $ 535,000.00 $ 511,500.00 $ 484,000.00 $ 456,500.00 
: 15 350% 5 SALTSO00 & Sid50.00 $ ABE Ts0.00 5 aso 25000 
appears In the Formula 16 | 4.00% $ 544,500.00 $ 517,000.00 $ 489,500.00 $ 462,000.00 
Bar. 7 
hie 








What is an array formula? | want to delete the results If | want to change one or 


Ww An array formula is a single and start again, but I see more of the input 
formula that produces an error message telling variables, do I need to redo 
results in multiple cells. me that I cannot change the entire table? 
This example demonstrates Fae Saas cable: Manat xy No, Youcan change any or 
using an Excel feature that oes - all of the input variables in 
generates an array formula, W The error message actually the top row of the table or 
but you can create your means that you cannot in the left column of the 
own array formulas by delete a single cell of an table, and Excel 
using special techniques. array formula. Instead, you automatically updates the 
For more on working with need to select all the cells table to reflect the change 
arrays, see Chapter 9. that contain output in the to the input variable or 

data table before you press variables. 


the Delete key. 
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Seek 


a Goal 








ou can use the Goal Seek command to identify Using the Goal Seek command, Excel identifies the 


the number you need to fill in a formula to value to enter in a single input cell to produce the 

achieve a particular result. Suppose you are desired result in a formula cell. You set up your 
buying a house and you know the price of the house worksheet to contain the formula that calculates the 
and the interest rate you can get on your loan. You value you want to know, and you enter the values you 
are concerned about the monthly payment; you want know in other cells in the worksheet. Then, you use 
to be able to make the payment without falling short the Goal Seek command to fill in blanks in a sentence. 
on cash each month. Thus, you want to know how For the mortgage payment example, the sentence you 
much you need to put down to make the monthly complete is: “Set the payment amount to $800 by 
mortgage payment be the amount you want to pay. changing the down payment amount.” 


Seek a Goal 


@ Enter the known values 
needed to make a single 
calculation. 


@ Enter the formulas needed 
to calculate a solution. 


@ This example formula 
deducts the down 
payment from the 
purchase price by using 
the formula =C3-(C3*C4). 


@ This example formula 
calculates a monthly 
mortgage payment using 
the formula 
=PMT(C6/12,C5,-C8). 


© Select the cell containing 
the formula you want to 
solve. 


@ Click the Data tab. 
® Click What-If Analysis. 
© Click Goal Seek. 
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i Loan Payments for Varying Downpayments and Interest Rates. 
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3 Purchase Price 5 700,000.00 

FI Down Payment 

5 Loan Term 360 

5 Interest Rate 6.505 
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8 Loan Amount $ 200,000.00 
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4 Purcherse® Price #00, OULU 
d Down Payment 

5 Loan Terr 360 
6 Interest Rate 5. 50% 
r 

B| Loan “amount % 200, O00. OL 
9 | Mort hl yy Peayrnesrt 
a 


The Goal Seek dialog box opens. 


o Make sure the cell selected in step 
3 appears here. 


© Type the result you want the 
formula to display. 


© Click here and then click the cell in 
the worksheet that Excel should 
change to achieve your desired 
result. 


@ Click OK. 


The Goal Seek Status dialog box 
opens, telling you the outcome. 


Excel adjusts the cell you selected 
in step 9 to achieve the goal you 
specified in step 8. 


The formula now shows the value 
you specified in step 9. 


@ Click OK to save the result. 


Note: Click Cancel to redisplay the 
original values. 


I tried to use the steps in 
this section, but Excel 
reported that it could not 
find a solution. What did | 
do wrong? 


wv Possibly nothing. There are 
some problems for which 
there simply is no solution. 
And when Excel cannot 
find a solution, the Goal 
Seek Status dialog box 
informs you of that fact. It 
is also possible Excel needs 
more iterations to solve the 
problem. 


Performing What-If Analysis 
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A B C 0 E 
| Loan Payments for Varying Downpayments and Interest Rates 
2 
3 Purchase Price ee 200,000.00 _ 

4 Down Payrnerit poeta tnia Sato Sasol al 
5 Loan Term 360 
6 Interest Rate 6.50% 
7 

Bo Loan Amount 4 200,000.00 
9 Monthly Payment 
10 


A 5 


Purchase Price 
Down Paymerit 
Loan Term 
Interest Rate 


Loan Amount 


Monthly Payment 





Goal Seeking with Cel C9 


Found 4 sohtion. 















C 0 E 


Loan Payments for Varying Downpayments and Interest Rates 


$ 200,000.00 
a 

360 

6.50% 


150, 300.28 
$950.00 





Although the Goal Seek 
Status dialog box reports 
no solution to my problem, 
| am fairly certain there is 
a solution. What should | 
do? 
wv Try modifying the value 
you supply in the To value 
field of the Goal Seek 
dialog box; if you change 
the value to something 
you believe is close to the 
solution you seek, Excel 
may be able to solve the 
problem. 


Is there a way to make 
Excel use more iterations 
when solving? 


w Yes. You can try adjusting 
the Maximum Iterations 
setting. Click the File tab 
and then click Excel 
Options. Click Formulas on 
the left. Under Calculations 
Options, try changing 
Maximum Iterations from 
100 to 200 or some larger 
number. Setting the value 
to a higher number makes 
Excel try more possible 
solutions, but do not get 
carried away or Excel may 
take a long time to 
calculate. 
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Calculate 
Anova 


ou can calculate single-factor Anova, 
two-factor Anova with replication, and 
two-factor Anova without replication by 
using tools available in the Analysis ToolPak add-in 
that comes with Excel. To perform any of these 
calculations, you need to install the Analysis ToolPak 
add-in; see Chapter 28 for more. 





Anova is the analysis of variance tool that performs a 
statistical test to determine whether two or more 
Statistical samples were drawn from the same 
population. If you are comparing only two samples, 
you can use the TTEST function, but if you are 
comparing three or more samples, you will want to 





@ Set up the data in 
a worksheet. 


@ Click the Data tab. 
© Click Data Analysis. 


Flicarnne Tn tert Page Lawnout 


Getextemnal) Refresh 
Data * All ‘= Ediil Link: 
Connections 


a (33) Connections n | 
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The Data Analysis dialog 
box opens. 


4) Click Anova: Single Factor. 
© Click OK. 






Correlation 

Lov arance 
Ceccriptive Statics 
Export lial Smalling 


Fourier Analysis 
Histopran 
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use the Anova tools in the Analysis ToolPak. This 
section assumes that you understand the type of 
Statistical analysis the tool calculates. 


This section provides an example of calculating 
single-factor Anova for three samples of test scores 
that were collected to compare three methods of 
studying. In this example, the independent variable, 
also called the factor, is the study method. Each 
occurrence of the independent variable is called a 
level, and this example has three levels — three 
different study methods. In this example, to evaluate 
the teaching methods, you tested 30 students — 10 
using each study method. 
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The Anova: Single Factor 
dialog box opens. 
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step 6 contains labels in the 
first row. a 5 = 3 : : 
: | 1 Study Method 1 Study Mcthod 2 study Method 3 | | 
@ You can click here to change 2 9 u2 ul 
the Alpha value. E = = _ 
4 Ba B6 By 
@ Click here to select an output : = “? = 
. 5 eT 33 84 
location. ; a1 ub ua 
A a7 Bo on 
© Click OK. 3 28 2 86 
10 36 84 Ba 
The results of the Anova Single iL 97 85 86 
. ri 
Factor analysis tool appear. Maarcrn Sica 
14 
15 SUMMARY 
1b Ou as Lou SLi Average Vvarnance 
1? Column 1 fl vn ") nl 
18 Column 2 10 B85 88.5 11.33639 
18 Colurnin 3 10 856 85.6 6.933333 
2u 
71 
22 ANOVA, 
23) Source of Manotion 55 af ns F Poyate 
24 Between Groups 203.4 2 WF GAS T UUW a 
25 | Within Groups WG. 2F 1F.1074) 


6 





When would I use the Anova: Two-Factor 
With Replication tool? 


‘w You would use this tool when you have data 
with two independent factors and you have 
more than one level of data for each 
independent factor. For example, suppose 
you want to evaluate comprehension when 
material is presented with humor or without 
humor. You also want to measure 
comprehension when the material is written 
or spoken. You would use this tool to 
analyze the variance considering all 
information. 


What does the Alpha value represent? 


w The Alpha value represents your statistical 
confidence level for the test. A value of .05 
is the default and usually works well, unless 
you have other information that indicates 
you should change the Alpha value. 
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When would I use the Anova: Two-Factor 
Without Replication tool? 


w You would use this tool to analyze data 
with two independent factors and only one 
level of data for each independent factor. 
For example, you may grow three plants 
by using three different fertilizers and 
watering schedules. You assign one 
fertilizer/watering schedule to each plant. 
In this case, your tests do not overlap — or 
replicate — variables, so you would use the 
Anova: Two-Factor Without Replication 
tool. 


What does the New Worksheet Ply 
Output option do? 


w When you select this option, the output for 
the Anova Single Factor analysis appears 
on a new worksheet in the same workbook 
where you placed the input data. 


Fert 
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Measure 
Correlation 


ou can use the Correlation tool in the Analysis 
ToolPak to measure the degree to which two 
sets of data vary together. To perform this 
calculation, you need to install the Analysis ToolPak 
add-in; see Chapter 28 for more. 





Correlation is the analysis tool that performs a 
Statistical test to determine whether two statistical 
samples vary together. The correlation value you 
calculate by using the Correlation tool is called the 
correlation coefficient and is a value between -1 and 1; 
the higher the correlation coefficient, the more likely it 
is that the two data sets vary together. For example, if 
rainfall occurs more often in higher dew point 


Measure Correlation 





@ Set up the data in 











conditions, the rainfall data is said to have a positive 
correlation to the dew point data, and the correlation 
coefficient will be a positive number. This section 
assumes that you understand the type of statistical 
analysis the tool calculates. 


When you use the Correlation tool to calculate the 
correlation of two data sets, you identify an input 
range, which contains the values you want to analyze, 
and an output range, where Excel should display the 
results of the analysis. You also specify whether the 
first row of the input range contains labels. 
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The Data Analysis dialog 


box opens. 
Anove: Single Factor 
anova: [eo hector With Mepbcaton 
® Click Correlation. thee ok TE 
Coariaren 
@ Click OK. 


F-Tast Two-Sample for Variances 
Fusurier Analysis, 
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The Correlation dialog box 
opens. 


© Click here to choose the range 
containing the data you 
selected. 


‘ Click the Labels in first row 
check box (a changes to (v]) 
if the range you selected in 
step 6 contains labels in the 
first row. 


© Click a radio button for the 
output location you want 


(© changes to @). 
© Click OK. 


The results of the Correlation 
analysis tool appear. 








How do | know which 
Grouped By option to 
select? 


w You use the Grouped By 
option to identify whether 
your data points appear in 
rows or in columns. If you 
have a label at the top of 
the data, your information 
appears in columns. If you 
have a label at the left 
edge of the data, your 
information appears in 
rows. 
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Input 
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Rainfall inches 


14 Rainfall inches 
15 Dewpoint percentage 
16 


In your example, does a 
higher dew point mean 
more rain? 


w No. It means that rainfall 
occurs more often when 
the dew point is higher. It 
does not necessarily mean 
that a higher dew point 
causes rain. It is important 
to understand that the 
data does not indicate that 
one factor causes the 
other. Correlation 
examines the relationship 
between data sets but does 
not address cause and 
effect. 





What does a 0 correlation 
coefficient mean? 


‘Ww It means that the two data 


oo 
63M 
BOM 
soe 
40% 


Dewpoint percentage 
i 


0,6614351154 ii 





sets do not have any 
relationship. If the 
correlation coefficient is a 
positive number, higher 
values in one data set are 
associated with higher 
values in the other data 
set. If the correlation 
coefficient is negative, then 
higher values in one data 
set are associated with 
lower values in the other 
data set. The closer the 
correlation coefficient is to 
1 or -1, the stronger the 
correlation between the 
data sets. 
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Measure 
Covariance 


ou can use the Covariance tool in the Analysis 
ToolPak to measure the degree to which two 
sets of data vary together. To perform this 
calculation, you need to install the Analysis ToolPak 
add-in; see Chapter 28 for more. 





Covariance, like correlation, performs a statistical test 
to determine whether two statistical samples vary 
together. You can use both tools under the same 
conditions. When considering several pairs of data 
points, covariance is the average of the product of the 
deviations of each pair of data points from their 
respective means. The Covariance tool in the Analysis 


Measure Covariance 





@ Set up the data in 
a worksheet. 


@ Click the Data tab. 


Hone [Insert 


betkxtemnal! Refresh 
Data + An~ @@ Eriil Link 
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ToolPak computes the Excel COVAR function for each 
pair of variables. While the correlation coefficient is a 
value between -1 and 1, the covariance is not scaled 
to fit within a range of values. This section assumes 
you understand the type of statistical analysis the tool 
calculates. 


When you use the Covariance tool to calculate the 
covariance of two data sets, you identify an input 
range, which contains the values you want to analyze, 
and an output range, where Excel should display the 
results of the analysis. You also specify whether the 
first row of the input range contains labels. 
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Performing Advanced Statistical Analyses 


The Covariance dialog box Covariance 


opens. Input eS 9 
Input Range: Qa... gc$11 —_(Fia] ; 
| Cancel | 


© Click here to choose the range 
containing the data you 
selected. 


‘ Click the Labels in first row 


check box (|| changes to |v) 
if the range you selected in 
step 6 contains labels in the 
first row. 


© Click a radio button for the 
output location you want 


(© changes to @). 
© Click OK. 


The results of the Covariance 
analysis tool appear. 
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Rainfall inches Dewpoint percentage Humidity Percentage 
0 35% 25% 
70% 5% 
AG% 38% 
51% 36% 
66% 55% 
@ The Covariance analysis tool 59% 45% 
calculates the VARP function 63% AM% 
for each value on the diagonal B0% 62% 
of the covariance matrix. ; 55% 39% 
33% 


Oo ) Oo | ay] on PO | ee ] ow pr re 





@ The formula appears here. 


Rainfall inches Dewpoint percentage Humidity Percentage 


eo igsus 
0.01332 74@3—§£01.011081996 


Rainfall inches 
1s Dewpoint percentage 


16 Humidity Percentage 0,0113515242 


When should I use the 
COVAR function instead of 
using the Covariance tool 
in the Analysis ToolPak? 


Do I care that the 
covariance is unscaled? 


‘w Because the covariance is 


Can you explain the output 
matrix? 


w Each cell in the matrix 


unscaled, the value of the 
covariance changes if you 
change the unit of 
measurement for sample 
values. For example, if one 
of your variables is time 
and your sample units are 
in minutes, then 
converting the sample 
units to hours affects the 
covariance value. The same 
conversion does not affect 
the correlation coefficient, 
which remains a value 
between 1 and -1. 


‘Ww You can use the COVAR 
function when you are 
calculating covariance for 
only two variables. You can 
use the Covariance tool in 
the Analysis ToolPak any 
time you want to calculate 
covariance, but you will 
find it more useful when 
you are calculating 
covariance for more than 
two variables. 


presents the covariance of 
the variable shown in the 
row and the variable 
shown in the column. The 
main diagonal — B14, 
C15, and D16 in this 
example — shows the 
variance of each variable, 
which is equivalent to the 
covariance of a variable 
with itself. In this case, the 
variance is the result you 
get when you use the 
VARP function, which 
appears in each cell in the 
diagonal. 
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Produce 





Descriptive Statistics 





ou can use the Descriptive Statistics tool in the 
Analysis ToolPak to produce some standard 
statistics about sample data. To perform this 


calculation, you need to install the Analysis ToolPak 
add-in; see Chapter 28 for more. 


You can select the statistics to display; the summary 
Statistics include the mean, standard error, median, 
mode, standard deviation, sample variance, kurtosis, 
skewness, range, minimum, maximum, sum, and 
count for the ranges you select. None of the values are 
calculated by using Excel functions, so if your data 
changes, you need to rerun the tool. 


ren thes Descriptive Statistics 





@ Set up the data in 
a worksheet. 


@ Click the Data tab. 
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Get fotennal) fetredh 
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You can also display the nth-largest and nth-smallest 
values. For example, you can display the third-largest 
and third-smallest values in the ranges. You can also 
have the Descriptive Statistics tool display the 
confidence level for the samples. This section assumes 
you understand the type of statistical analysis the tool 
calculates. 


When you use this tool, you identify an input range, 
which contains the values you want to analyze, and an 
output range, where Excel should display the results of 
the analysis. You also specify whether the first row of 
the input range contains labels. 
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The Descriptive 
Statistics dialog box 
opens. 


© Click here to choose 
the range containing 
the data you selected. 


@ Click the Labels in 
first row check box 
({_]| changes to ||¥| ) if 
the range you selected 
in step 6 contains 


© Click a radio button for 
the output location 


to @). 
© Click here to select the 





@ Click OK. 


The results of the 
Descriptive Statistics 
analysis tool appear, 
showing the same 
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statistics for each range 
of data. 





What is kurtosis? 


WwW Kurtosis is a statistical 


measurement that is 
related to mean and 
variance, which are two 
measures that describe 
your data in relation to the 
center data point. The 
mean identifies the center 
of your data, and the 
variance tells you how 
spread out from the center 
your data points are. 
Kurtosis shows you 
whether your data points 
are distributed with a peak 
somewhere near the center 
value. 


What is skewness? 





What is the confidence 


w Like kurtosis, skewness is 


also a statistical 
measurement related to 
the mean and variance, 
which are the two 
measures that describe the 
center of your data. 
Skewness shows you how 
symmetrical the data 
points are in relation to the 
center of the data. 
Skewness can be positive 
or negative; when your 
data points are perfectly 
symmetrical, skewness is 0. 


level? 


w The confidence level is the 
probability value associated 
with a confidence interval. 
A confidence interval 
provides the upper and 
lower boundaries of values 
within which the mean of 
a sample might lie. If you 
set the confidence level to 
95%, then you are saying 
that you are 95% confident 
that the confidence interval 
contains the mean. 
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Exponentially 
Smooth Data 


ou can use the Exponential Smoothing tool to 
forecast data points by using existing data 
points. To perform this calculation, you need 
to install the Analysis ToolPak add-in; see Chapter 28 
for more. 





Using exponential smoothing is similar to calculating 

a moving average, but you work with a series of actual 
values to calculate a moving average. When you use 
exponential smoothing, you also take into 
consideration previous predictions. This section 
assumes that you understand the type of statistical 
analysis the tool calculates. 


Exponentially ery oe 





@ Set up the data in 
a worksheet. 


@ Click the Data tab. 
© Click Data Analysis. 
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. Ancor: Teo-Fiachor bhlithout Replication 
® Click OK. Cerltion 
Fourier Aanahrus 
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When you use the Exponential Smoothing tool, you 
identify an input range, which contains the values you 
want to analyze, and an output range, where Excel 
should display the results of the analysis. The input 
range can consist of only one row or one column of 
data. You also specify whether the first row of the 
input range contains labels, and you can specify a 
damping factor, also called a smoothing constant. The 
damping factor is a number between 0 and 1 and 
determines the weight the tool assigns to previous 
predictions for error corrections. You can also produce 
output in chart form and a column of standard errors. 
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The Exponential Smoothing 
dialog box opens. 


© Click here to choose the range 
containing the data to analyze. 


OA Click here to provide a damping 
factor. 


© Click the Labels check box 
(|| changes to ||) if the range 
you selected in step 6 contains 
labels in the first row. 





© Click here to select an output 
range. 


@ Click OK. 


The results of the Exponential 
Smoothing analysis tool appear. 


@ The results in each cell are 
formulas that calculate 
predicted values based on prior 
values. 





How do I know what 
damping factor to use? 


w The default damping factor 
is .3. During calculation, 
the Exponential Smoothing 
tool applies the damping 
factor to each value, 
adjusting the value being 
calculated by 30% for error 
in the previously calculated 
value. If you examine the 
values in the output, you 
find that each contains a 
formula that refers to the 
previous cell and also 
adjusts the current cell by 
the damping factor. 
Reasonable damping 
fAGLOlS cake @2.tOw. 5: 
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What kind of chart does 
the Exponential Smoothing 
tool produce? 


w The Exponential 
Smoothing tool produces 
an embedded column 
chart that presents the 
forecast values shown in 
the output table. The X 
axis displays a number that 
represents each data point 
— that is, if you have ten 
data points, the X-axis 
scale runs from 1 to 10. 
The Y-axis scale runs from 
0 to just over the value of 
the largest predicted data 
point. 
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What does the standard 
error output look like? 


w The forecast values are 


essentially mean values; 
including the standard 
error of the mean helps the 
reader to understand the 
spread of values around 
each mean. The standard 
error column contains a 
series of formulas that are 
a combination of the SQRT 
function, which calculates 
square root, and the 
SUMXMY2 function, which 
calculates the sum of 
squares of differences 
between two arrays. 
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Perform 





a T'wo-Sample F-Test 


ou can use the F-Test Two-Sample for 
Variances tool to compare the variances of 
two sample populations. To perform this 
calculation, you need to install the Analysis ToolPak 
add-in; see Chapter 28 for more. 





Suppose you need to purchase a machine to make 

a part that must meet very precise specifications, with 
little room for variability. To choose between two 
machines that produce the part, you obtain samples 
created from each machine, measure them, and find 
the variance for each sample. Now you need to 
compare the variances. 


Perform a Two-Sample F-Test 





@ Set up the data in 






a worksheet __ Home Insert Page Layout 
° 2 a (4a) Connections 
® ns y Propertle 
oO Click the Data tab. Getextemall Refresh ; 
Data * ajj=  &@ Fill Lirk 
® Click Data Analysis. —— 
1 al 


The Data Analysis dialog 
box opens. 


4) Click F-Test Two-Sample 
for Variances. 


© Click OK. 
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Ancona: Tuan-P actor With Replication 
Anowe: TworTechor Without Reolication 


To compare variances, you use the F-test — named for 
its inventor, Sir Ronald Fisher — to calculate the 
F-ratio. You can use the F-Test Two-Sample for 
Variances tool to make the calculations and produce 
several common statistics. This section assumes that 
you understand the type of statistical analysis the tool 
calculates. 


When you use the F-Test Two-Sample for Variances 
tool, you identify two input ranges, which contain the 
values you want to analyze, and an output range, 
where Excel should display the results of the analysis. 
You also specify whether the first row of the input 
range contains labels, and you can specify a 
confidence level between 0 and 1. 
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The F-Test Two-Sample 
for Variances dialog 
box opens. 


© Use these two fields to 
select the two ranges 
containing the data to 
analyze. 


@) Click the Labels check 
box (|_| changes 
to ||) if the range you 
selected in step 6 
contains labels in the 
first row. 


8) Click a radio button for 
the output location you 
want (©) changes 


to @). 


© Click OK. 


The results of the 
F-Test Two-Sample for 
Variances analysis tool 


appear. 


Samplei Sample? 
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What does df stand for? 


w The acronym df is 


commonly used in statistics 
to represent degrees of 
freedom. Degrees of 
freedom are used when 
calculating variances in 
small-sized samples to 
attempt to compensate for 
the small sample size. The 
value of df is generally 
expressed as N — 1, where 
N is your sample size. 
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F-Test Two-Sample for Variances 


: 0,05 


Mukpuk apkians 


Mean 

‘Variance 
Observations 

df 

F 

P(F<=f) one-tail 
F Critical one-tail 


How do | interpret F? 
w When F is close to 1, you 


can assume that the 
underlying population 
variances are equal. You 
only see one F value 
because F represents a 
relationship between the 
two samples. If F is greater 
than 1, as in this example, 
the value of P(F <= f) 
one-tail shows you the 
probability of observing a 
value of the F-statistic 
greater than the one 
shown when population 
variances are equal. 



























F-Test Two-Sample for variances | 


Sample I Sample 2 
a2 o8.9 
11,59969 
10 
a 
1.580488 
0.255015 
aL igogs 


What does F Critical 
one-tail tell me? 


w In statistics, when you test 


a hypothesis, you calculate 
a sampling distribution 
curve and you reject a 
region of that curve that 
falls outside the accepted 
distribution. When the area 
you reject is one-tailed, 
you are rejecting a portion 
of the curve on one end of 
the curve. The F Critical 
one-tail value gives you the 
proportion of the area that 
is rejected. 
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Calculate 





a Moving Average 





ou can use the Moving Average tool to 
smooth out data points among which you see 
ups and downs. To perform this calculation, 


you need to install the Analysis ToolPak add-in; see 
Chapter 28 for more. 


Investors often collect stock price information over 
time to try to identify trends within the stock’s price. 
As you might expect, the price information varies over 
time, and you can use the Moving Average tool to 
help smooth the data to make trends more apparent. 
This section assumes that you understand the type of 
statistical analysis the tool calculates. 


Calculate a Moving Average 





@ Set up the data in 


When you use the Moving Average tool, you identify 
an input range, which contains the values you want to 
analyze, and an output range, where Excel should 
display the results of the analysis; by default, the 
output is a series of numbers calculated by using the 
AVERAGE function. In addition to the raw numbers, 
you can chart the values and display the standard 
errors for the values. You also specify whether the first 
row of the input range contains labels, and you can 
specify an interval, which is the number of values in 
the range that you want Excel to use when calculating 
the average. 
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The Data Analysis dialog 
box opens. 


® Click Moving Average. 
® Click OK. 
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The Moving Average dialog 
box opens. 


© Click here to select the 
range containing the data 
to analyze. 


@ Click the Labels in First Row 
_|| changes 

Vv) if the range you 

selected in step 6 contains 

labels in the first row. 


© Click here to provide the 
interval for the moving 
average. 


© Click here to select an 
output range. 


@ Click the Chart Output 
check box to create a chart 


). 


check box (lJ 








(||| changes to ||) 
@ Click OK. 


The results of the Moving 
Average analysis tool 
appear. 
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‘What does the interval value do? 


Why does #N/A appear? 


w The interval identifies the number of values 
the Moving Average tool averages at a 
time. If you click an output cell and look at 
the Formula Bar, you see that the formula in 
the cell uses the AVERAGE function to 
average the number of cells you specified as 
the interval. The larger the value you set for 
the interval, the fewer data points the 
Moving Average tool generates and, if you 
create a chart, the fewer the data points on 
a chart. Also, the resulting output chart, 
which creates points for each generated 
moving average data point, typically shows 
smoother data when you use a higher 
interval. 


w You may notice that #N/A appears only at 


the top of the range of moving average 
data points that the Moving Average tool 
calculates. The #N/A message appears when 
the Moving Average tool does not have 
enough data points to average. In this 
example, which uses 3 as the interval, no 
data points are calculated for the first two 
values in the list because the Moving 
Average tool requires three data points to 
calculate the average. If you set an interval 
of 10, the Moving Average tool cannot 
calculate moving average data points for 
the first nine values in the list. 
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Generate 





a Random Number 





ou can use the Random Number Generation 
tool to generate a random number in various 
types of statistical distributions. To perform 


this calculation, you need to install the Analysis 
ToolPak add-in; see Chapter 28 for more. 


Do you play the lottery? Are you running out of ideas 
for numbers to play? Or are you planning a trip to Las 
Vegas? You can use the Random Number Generation 
tool to generate your lottery numbers or simulate 
throws of the dice to identify which numbers come up 
most often. This section assumes that you understand 
the type of statistical analysis the tool calculates. 


TT a Random Number 





a Display a blank worksheet 
or a blank area ina 
worksheet. 


@ Click the Data tab. 
@ Click Data Analysis. 
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The Data Analysis dialog 
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When you use the Random Number Generation tool, 
you identify the number of variables, which 
corresponds to the number of columns of random 
numbers that you want. You also specify the quantity 
of random numbers you want. You identify a type of 
distribution you want the Random Number 
Generation tool to use and parameters specific to the 
distribution type. You can also use the Random Seed 
field to specify a starting value, but you usually leave 
this field blank. Finally, you identify an output range 
where Excel should display the results of the analysis. 
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The Random Number Generation 
dialog box opens. 


© Click here to specify the number of 
columns of random numbers to 
generate. 
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Random Number Generation 


Number of Variable 


He Ok 
Number of Random Numbers: a 7) | | Cancel | 


Distribution: | Crary 


Parameters 


‘a Click here to specify the number of 
random numbers to generate. 


© Click the Distribution drop-down 
arrow ([*]) to select a distribution 
type. Random Seed: 
Curae options 


© Specify required parameters here. 


Note: The parameters you can set change UY 
depending on the type of distribution you 
choose in step 8. 


@ Click a radio button for the output 
location you want (© changes 


to @). | 74,4377 
@ Click OK. _| 94.61653 
| 75.07859 

The results of the Random Number 99 94415 


Generation analysis tool appear.  98,85464 
| 7484054 
79,02158 
99,13633 
| -33,539984 


Note: Because these numbers are random, 
the ones you see in the figure will not 
match the ones you generate. 











Distribution Type Description 


Uniform When you use this distribution type, as the example in this section does, every random number 
between a lower and upper boundary that you specify has an equal chance of being generated. 

Normal Use this distribution type to generate random numbers that match a normal distribution. You 
specify the mean and standard deviation of the distribution. 

Bernoulli Use this distribution type to specify a probability of success and generate random numbers 
that are either O or 1. 

Binomial Use this distribution type to specify a probability of success and generate random numbers 
based on a Bernoulli distribution over a specific number of trials. 

Poisson Use this distribution type to generate random numbers in a Poisson distribution. You specify a 
lambda parameter, which is the expected number of occurrences in an interval. 

Patterned Use this distribution type to generate a pattern of numbers in step increments that you specify. 

Discrete Use this distribution type to specify the probability that certain values are chosen. This 


distribution type requires a two-column input range; the first column holds the values, and the 
second column holds the probability of each value being chosen. The sum of the probabilities 
in the second column must equal 100%. 
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Create a Rank 





and Percentile Table 





ou can use the Rank and Percentile Table tool 
to generate relative numeric and percentage 
rankings for the values in a list of numbers. To 


perform this calculation, you need to install the 
Analysis ToolPak add-in; see Chapter 28 for more. 


Suppose you teach a class, and you track test scores in 
an Excel workbook. You have entered scores for the 
midterm and final exams and calculated the average. 
You may even have used the Histogram tool to create 
a frequency distribution of the scores. Now you want 
to determine where each student placed in relation to 


Create a Rank and Percentile Table 





@ Set up the data in 
a worksheet. 
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the rest of the class. This section assumes that you 
understand the type of statistical analysis the tool 
calculates. 


When you use the Rank and Percentile Table tool, you 
identify an input range, which contains the values you 
want to analyze; the input range can be multiple 
columns, but this example uses only one column to 
make the results easier to understand. You also specify 
an output range, where Excel displays the results of 
the analysis. And you specify whether the first row of 
the input range contains labels. 
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The Rank and 
Percentile dialog box 
opens. 


© Click here to select the 
range containing the 
data to analyze. 


@ Click the Labels in first 
row check box (io 
changes to |/¥/|) if the 
range you selected in 
step 6 contains labels 
in the first row. 


© Click a radio button for 
the output location you 
want (© changes to 


@). 
© Click OK. 


The results of the Rank 
and Percentile analysis 
tool appear. 
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How do | interpret the results of the Rank 
and Percentile Table tool? 


wv The Point column refers to the data point in 
the input set. So, in the example, Point 5 — 
the first result — refers to the data point 
that appears on row 6 of the input table. 


The Test Score Average column lists the 


values found in the input column selected 


in rank order. The Rank column lists the 


numeric rank of each data point, and the 
Percent column lists the percentage rank of 
each data point. All the output appears as 
values, not formulas. If your data changes, 
you need to rerun the tool to update the 


information. 


When I ran the tool and placed the output 
beside the input range — which appears 
in a table, like the one in the example — 

| got strange results and errors. What 

did I do wrong? 


w When the input range is part of a table and 
you place the output range in the column 
next to the input range, Excel attempts to 
include the output range in the table. 
Because the output for the tool displays 
results of calculations by using the data in 
the input range, you get erroneous results 
when you do not separate the output from 
input stored in a table. Rerun the tool, and 
leave at least one blank column between 
the table and the output range. 
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Perform 





a Regression Analysis 


ou can use the Regression tool to calculate a 
variety of regression-related statistics from 
worksheet data. To perform this calculation, 
you need to install the Analysis ToolPak add-in; see 
Chapter 28 for more. 





Regression analysis helps you to determine the extent 
to which one range of information, called the 
dependent variable, changes as a result of changes to 
other ranges of information, called the independent 
variables. You can use regression to forecast the future 
and to analyze trends. Regression analysis often helps 





@ Set up the data in 








you make sense out of numbers that do not seem to 
be related. This section assumes that you understand 
the type of statistical analysis the tool calculates. 


When you use the Regression tool, you identify an 
input range for the dependent variable and an input 
range for the independent variables, and you indicate 
whether the first row of the input ranges contains 
labels. The input range for the dependent variable 
should be one column, but you can include multiple 
columns of independent variables; this example uses 
only one column for each input range to make the 
results easier to understand. You also specify an output 
range, where Excel displays the results of the analysis. 
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The Data Analysis dialog 
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The Regression dialog 
box opens. 


© Click here to select the 
range containing the 
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[P) Confidence Lovet: ee: 
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selected in step 6 


“1 Dependent 
Z 2.6 
contains labels in the ; ail | Regression Statisths 
first row 4 Zit hiultiple ik UeMiol i 
; 5 3.3 Square 0.716141134 
. . 5 3.8 Adjusted R Square = 0. 700371197 
© Click a radio button for 7 23 Standard Error 0.270546700 
the output location , St 
you want (© changes [iw 20 anova 
il 2.6 af 
to @). 12 29 Regression 1 
; 13 3.0 Residual 18 
@ Click OK. 14 2.7 © Total 13 
1a 3.41 
16 4.0 ener rhs ets 
The results of the if 2.6 Intercept “DQ. OU969 fas2 
Regression analysis tool 18 2.6 Independent 0.002665215 
14 4.4 
appear. 2u | 
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What do the various options at the 
bottom of the Regression dialog box 
mean? 





|| changes 
iv), the Regression tool produces a 
Residual Output table and two charts. 
Residuals represent the differences between 
observed and predicted values. The table 
lists each data point and shows its predicted 
value, residual value, and standard residual 
value; you can use this information to 
analyze the variability around the regression 
line. The two charts help you to analyze the 
data visually. When you click the Normal 
Probability Plots option, the Regression tool 
produces a Probability Output table, which 
lists the percentiles of the dependent 
variable and produces a chart of the data 
points. 
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Can you explain the output of this tool? 


w If you do not select any of the options in 
the Residuals or Normal Probability sections, 
the Regression tool produces three tables. 
The first table contains a series of common 
regression statistics, including information 
about R2, which is a measure of the 
strength of the relationship between the 
dependent and independent variables. The 
ANOVA table shows the result of testing 
your hypotheses about whether the 
dependent variable varies because of 
changes in the independent variables. The 
last table, which is not named, provides 
information on the regression coefficients, 
the intercept, and the slope, which can help 
you determine whether to accept or reject 
your hypothesis. 
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Generate 

a Sample 

y: can use the Sampling tool to generate a 
sample. To use this tool, you need to install 


the Analysis ToolPak add-in; see Chapter 28 
for more. 





Suppose you have a group of 100 people, divided into 
four groups, who are willing to participate in a test, 
but you want to sample only 35 of them from across 
all four groups. You can use the Sampling tool to help 
you figure out which 35 people to select. 


When you use the Sampling tool, you can create a 
periodic sample population, where the tool chooses 
every nth person, where n is a number you supply. Or 


Generate a Sample 





@ Set up the data in 





you can create a random sample, where you supply 
only the number you want to include in your sample, 
and the tool selects that number of people randomly. 


You identify an input range, which contains values 
that represent the possible sample participants. The 
input range can be more than one column. If all your 
input data appears in a single column, you can also 
indicate whether the first row of the input range 
contains labels. You select a sampling method, and 
you specify an output range, where Excel displays the 
results of the Sampling tool. 
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[i Test: Tao Sanne for Means Ma. 


The Sampling dialog box opens. 
© Click here to select the input values. 


@® Click the Labels check box (||| changes 
to |Ml) if the range you selected in step 6 
appears in a single column and contains 
labels in the first row. 


© Click a sampling method (©) changes 
to @) and then supply its criterion. 


© Click a radio button for the output 
location you want (© changes to @). 


@ Click OK. 


The results of the Sampling analysis tool 
appear. 
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. Why did you not select the Labels option? 


w Notice that the Sampling tool dialog box 
does not contain an option to specify if 
your data is grouped by columns or rows. 
The Sampling tool enables you to set up 
your input range in several columns, but it 
reads all the columns as if the data were 
stored in only one column. In the data in 
this example, the labels stored in cells B2, 
C2, and D2 appear to the Sampling tool to 
be nonnumeric data in the input range. The 
input range must contain only values. As a 
result, | did not select the Labels option, 
and | did not include Row 1 in the input 
range. 
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How does the Periodic option work? 


‘Ww When you select this option, the Period field 
becomes available. You supply a number in 
the Period field; the Sampling tool uses that 
number to select values from the input 
range to become part of your sample 
population. Suppose you type 15 in the 
Period field. The Sampling tool then selects 
every fifteenth value from the input range. 
In the example data, the Sampling tool 
would select 15, 30, 45, 60, 75, and 90 as 
your sample population. When you use this 
option, you do not control the number of 
data points in your sample population like 
you do with the Random option. 
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Analyze the Statistical 
Significance of Small Samples 


ou can use the t-Test tools to test hypotheses 
that compare two or more small samples and 
produce common statistics for the samples. To 


use these tools, you need to install the Analysis 
ToolPak add-in; see Chapter 28 for more. 


The Analysis ToolPak actually contains three tools to 
perform different types of t-Tests; this example uses 
the t-Test: Paired Two Sample for Means tool. 


The central limit theorem, a cornerstone of statistics, 
states — among other things — that the sampling 
distribution of the mean is approximately a normal 
distribution if the sample size is 30 or more. As a 


result, you can use normal distribution tools and 
theories when your sample size is larger than 30. You 
use the t-Test tools to test whether two small samples 
— less than 30 data points per sample — are 
Statistically the same or different. 


You identify input ranges for two variables, which 
contain values that represent the two sample 
populations. The input ranges must each be a single 
column or row, and they must both be the same size. 
You also indicate whether the first row of the input 
ranges contains labels. You enter a hypothesized mean 
difference, and you specify an output range. 


Analyze the Statistical Significance of Small Samples 





@ Set up the data in 
a worksheet. 


® Click the Data tab. 
© Click Data Analysis. —— 


its Home Insert 


Get taternal Refresh ; 
Data’ Ally © 





The Data Analysis dialog 26 
box opens. 


® Click t-Test: Paired Two 
Sample for Means. 


© Click OK. 
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The t-Test: Paired Two Sample for 
Means dialog box opens. 


© Click here to select the input values 
for the first and second variables. 


OA Click here to type a hypothesized 
mean difference. 


© Click the Labels check box 

((L) changes to |) if the ranges you 
selected in step 6 contain labels in 
the first row. 





© Click a radio button for the output 
location you want (© changes 


to @). 
@ Click OK. 


The results of the t-Test: Paired 
Two-Sample for Means analysis tool 
appear, providing basic statistics 
about the two samples. 


When do I use the t-Test: 
Paired Two-Sample for 
Means tool? 


w You use this tool to test for 
equality of the population 
means of each sample 
when you expect a natural 
pairing of observations in 
the samples. For example, 
suppose you test a group’s 
blood sugar twice — 
before and after eating. 
You would use this tool to 
compare the results of the 
two tests. 
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When do I use the t-Test: 
Paired Two-Sample 
Assuming Equal Variances 
tool? 


w You use this tool to test for 
equality of the population 
means of each sample 
when the samples are 
independent and you want 
to determine whether the 
two samples are likely to 
have come from 
distributions with equal 
population means. This 
tool assumes that the two 
data sets came from 
distributions with the same 
variances. 


Vv 


( Test: Paired Two Sample for Means 
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When do I use the t-Test: 
Paired Two-Sample 
Assuming Unequal 
Variances test? 


You use this tool to test for 
equality of the population 
means of each sample 
when the samples are 
independent and you want 
to determine whether the 
two samples are likely to 
have come from 
distributions with equal 
population means. This 
tool assumes that the two 
data sets came from 
distributions with unequal 
variances. 
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Macro 
Basics 


macro is a small program that carries out the 
result of a set of keystrokes and mouse clicks. 
Under ordinary conditions, you could simply 


perform the keystrokes and mouse clicks and never 
think about macros. However, macros become useful 


Do not let the word “program” intimidate you. 
You can record a macro very easily. Excel's 
macro feature captures your keystrokes and 
mouse clicks as you make them and then enables 
you to save the results of those keystrokes and 
mouse clicks. Then, you can run the macro by 
playing back the results of your keystrokes. 


Think of this process as similar to using a 
handheld cassette or digital recorder; you push a 
button to record and speak and then push 
another button to stop the recorder. Then, you 
push a rewind button to back up the recording 
and, finally, push a play button to hear the 
words you spoke. The process is the same to 
record a macro, so unless you really want to 
write program code, you do not need to do so 
to create a macro. 


When might you use a macro? Whenever you 
find yourself repeating the same combination of 
keystrokes or mouse clicks to perform an action. 
For example, suppose you often place your 
company’s name in cell Al, assign the Calibri 
font at a size of 14 points, make it italic, and 
then merge the range A1:H1 and center the 
name in those merged cells. If you write a macro 
to perform these actions, Excel can enter this 
information for you much faster than you can do 
it yourself. 
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when the keystrokes and mouse clicks you need to 
perform are repetitive. When you find yourself 
repeating a set of keystrokes and mouse clicks in a 
worksheet or chart, you should consider creating a 
macro. 


When you record a macro, Excel creates and 
stores Visual Basic for Applications (VBA) code to 
perform the actions. VBA Is a special version of 
the BASIC programming language that Microsoft 
uses in all Office programs. You can also write 
macros by using the VBA Editor that comes with 
Excel if you want, and you can record macros in 
Excel and then study the resulting VBA code to 
teach yourself how to use VBA. 


When you record a macro, you can store it as 
part of the current workbook, a new workbook, 
or in a special workbook that Excel opens behind 
the scenes whenever you start the program. 
When you store a macro in the current workbook 
or in a new workbook, the macro is available 
only in those workbooks. However, storing a 
macro in the special workbook that Excel opens 
behind the scenes makes the macro available in 
every workbook you open. 


You also assign a name to the macro and decide 
how to run the macro. You can use a dialog box 
or you can assign a keyboard shortcut to the 
macro and simply press those keys to run the 
macro. If you like to use buttons, you can assign 
the macro to a button that you place on the 
Quick Access Toolbar so you can simply click the 
button to run the macro. 


Macros 
and Security 


acros present some special security 
considerations because they are 
programs and therefore execute code on 


your computer. If you create a macro, you know 
what it does and you know that it will not harm your 
computer. However, if you receive a workbook from 
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someone else that contains macros, you take a risk 
— possibly a considerable one — by allowing that 
macro code to run, especially if you do not know the 
author of the code or what the macros do. It is 
entirely possible that the macro code could infect 
your computer with a virus. 





Digitally Signed Macros 

Because macros from unknown sources can 
harm computers, Excel enables macro 
developers to digitally sign their code by using 
a system called Microsoft Authenticode. The 
macro developer obtains a certificate from a 
reputable authority that identifies the code as 
coming from a trusted publisher. 


To help stop unknown macros from running 
and potentially damaging your computer, by 
default, Excel checks each workbook you open 
for macros. If Excel finds macros, then it checks 
for digital signatures. If Excel does not find a 
valid digital signature, then it disables the 
macro and alerts you that the workbook 
contains macros. 


Run Macros That Are Not Digitally Signed 
There are circumstances, however, under which 
you may want to run macros, even if they are 
not digitally signed. For example, you might 
not have a digital signature, but you might 
create macros. Because you created them, you 
know that they will not hurt your computer. 
You can take three approaches to handling this 
situation. 


First, you can save macros in the Personal 
Macro Workbook, a global workbook that 
opens each time you open Excel. If you choose 
this approach, the macros are available each 
time you open Excel. 


Second, you can save macros in macro-enabled 
workbooks, as described in the section “Save a 
Workbook Containing a Macro.” If you choose 
this approach and Excel finds unverified macros 
in a workbook you open, Excel displays a 
security alert just beneath the Ribbon (A). Using 
the security alert, you can enable the macros if 
you know they come from a source you trust 
and will not do any damage to your computer. 
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Third, to avoid the security warning altogether, 
you can store macro-enabled workbooks in a 
trusted location. When you store a workbook in 
a trusted location, you essentially tell Excel that 
it does not need to check for macros because 
you know the workbook is safe. In this case, 
when you open the workbook, Excel does not 
alert you about macros and simply enables 
them. 


For more on Excel’s security and handling 
macros, see the section “Handle Workbooks 
That Contain Macros” later in this chapter. 
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Record 
a Macro 


ou can use macros to save time by performing 

a series of repetitive keystrokes and mouse 

clicks. A macro is a collection of instructions 
that performs the result of these keystrokes and mouse 
clicks. Suppose you often place your company’s name 
in cell Al, assign the Calibri font at a size of 14 points, 
make it bold, and then merge the range A1:H1 and 
center the name in those merged cells. If you record a 
macro to perform these actions, Excel can apply these 
settings for you much faster than you can do it 
yourself. The example in this section shows you how 
to create this macro. 








Record a Macro | 


@ Click the Record Macro 
button ([). 


The Record Macro dialog box 
opens. 


@ Type a name for the macro 
that does not contain spaces. 


© Click here ([-}) to choose a 
location to store the macro. 


® Type a description of the 
macro’s purpose. 


© Click OK. 


© Perform the actions you want 
to record. 


This example types Smith 
Services, LLC in cell Al and 
then clicks [¥. 


@ Click the Home tab. 
@ Click fe. 


© Click here ([+]) to choose 
Calibri. 


@ Click here ([+]) to choose 14. 
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The Excel macro feature captures your keystrokes and 
mouse clicks as you make them and saves them, 
similar to the way you capture and then play 
recordings on a handheld cassette or digital recorder. 


You can store a macro in the current workbook, in a 
new workbook, or in the Personal Macro Workbook, a 
special workbook that Excel opens behind the scenes 
whenever you start the program. Where you save your 
macro determines how Excel treats the macro; for 
more, see the sections “Save a Workbook Containing a 
Macro” and “Handle Workbooks That Contain 
Macros.” 
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@ Select the range A1:H1. 
@ Click Merge & Center ([#). 
@® Click Stop Recording ({H). 


@ The |[@ button changes to [. 


Excel stores the macro. 


When you close Excel, you are 
prompted to save the changes 
to the Personal Macro 
Workbook; click Yes. 


The [G does not appear in 
the status bar. What 
should I do? 


w You can right-click on the 


status bar and then click 
Macro Recording. You can 
also click the View tab, 
click the drop-down arrow 
([-]) below Macros, and 
then click Record Macro. If 
you start recording the 
macro from the View tab, 
use the View tab to finish 
recording the macro. Click 
the View tab, click the 
drop-down arrow ([~]) 
below Macros, and then 
click Stop Recording. 


Why should I store a macro 
in the Personal Macro 
Workbook? 


‘w When you store a macro in 


the current workbook or in 
a new workbook, the 
macro is available only in 
those workbooks. However, 
when you store a macro in 
the Personal Macro 
Workbook, named 
Personal.xlsb, the macro is 
available in every 
workbook you open 
because Excel always 
opens the Personal Macro 
Workbook behind the 
scenes. 
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What is the Shortcut key 
field in the Macro Options 
dialog box for? 


w You can create a keyboard 


shortcut that you can use 
to run the macro; using a 
combination of the Ctrl key 
and a letter is just one way 
you can run a macro. For 
more on setting up a 
keyboard shortcut, see the 
section “Add a Keyboard 
Shortcut to a Macro.” 
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Run 
a Macro 


ou run a macro to have Excel perform the 
instructions stored in the macro. There are 
several ways to run a macro; the example in 
this section shows you how to run a macro by using 
the Macro dialog box. 





When you run a macro, you need to be careful about 
the position of the cell pointer. When you create a 
macro, it uses relative cell addressing by default. For 
most macros, you want to use relative cell addressing 
to make them more versatile. By using relative cell 
addressing, you can run a macro from any location in 
a workbook, and the instructions in the macro still 
function. 


Run a Macro | 


@ Select the cell where you 
want the macro to start 
operating. 





® Click the View tab. 
@ Click Macros. poms 





However, the advantage of relative cell addressing can 
also be viewed as a disadvantage. Because the macro 
runs from any location in the workbook, it can easily 
overwrite information that may already exist. You 
should therefore position the cell pointer in a location 
where no worksheet data exists before you run a 
macro. You should also save your workbook before 
running a macro. You cannot easily undo the effects of 
a macro, so you may want to close your workbook 
without saving if a macro overwrites existing 
information. 
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The Macro dialog box 
opens. 


@ Click the name of the 
macro you want to 
run. 


@ If you provided a 
description when you 
created the macro, it 
appears here. 


& Click Run. 


Excel performs the 
steps stored in the 
macro instructions. 
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I tried to edit my macro, 


but I got an error message. 


What am I doing wrong? 


w To edit or delete a macro 
stored in the Personal 
Macro Workbook, you 


must work in Personal.xlsb. 


Click the View tab and 
then click Unhide. In the 
Unhide dialog box that 
appears, click Personal.xlsb 
and then click OK; the title 
bar changes to display 
Personal.xlsb. When 

you finish working in 
Personal.xlsb, click Hide 
on the View tab to return 
to a regular workbook. 


Macro. 
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Macro name: 





Macros in: ‘al Open Workbooks 


Description 


Insert company name in 41, Format it, and merge and 


center ik across 41:H1 


Smith Services, LLC 


What happens if | click 
Step Into? 


= 


v 


Excel opens the Microsoft 
Visual Basic window for the 
open workbook and 
displays the VBA code for 
the selected macro. Using 
the Debug menu or the 
Debug toolbar, you can 
step through the 
statements in the macro 
code. If errors exist in the 
macro code, then stepping 
through the macro helps 
you find and correct them. 


What are the other ways to 
run a macro? 


w You can assign a keyboard 
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Step Into 
Edit 


i_feate 


Delete 


Options... 


shortcut to the macro; see 
the section “Add a 
Keyboard Shortcut to a 
Macro.” You can also 
create a button on the 
Quick Access Toolbar, 
which you can click to run 
the macro; see the section 
“Add a Macro to the Quick 
Access Toolbar.” You can 
press Alt+F8 to open the 
Macro dialog box and 
select a macro to run. 
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Add a Keyboard 


Shortcut to a Macro 


5/0 





ou can add a keyboard shortcut to a macro so 

you can run the macro by pressing a 

combination of keys. This approach to running 
a macro makes the process even faster because you do 
not need to open the Macro dialog box and select the 
macro to run it. You simply select the cell where you 
want the macro to start, press the keyboard 
combination that you assign to the macro, and then 
the macro runs. 


By default, you assign the Ctrl key as one of the keys 
in the keyboard shortcut. For the other keys, you can 
use any letter from A to Z; you can also use the Shift 








aq Click the View tab. 
@ Click Macros. 


The Macro dialog box 
opens. 


@ Click the macro to which 
you want to assign a 
keyboard shortcut. 


ay) Click Options. 





The Macro Options dialog 
box opens. 


© Press the keyboard 
combination you want to 


Oe pie 


menbor baer Adc 












t smith Sendees, LLC 


Myerson: | Al Cie Wirelibseets 


iret company ream in All, format ht, and merge and 
vlc 


key. You should be cautious because Excel may have 
already preassigned the Ctrl key combined with an 
alphabetic character. For example, you could assign a 
keyboard shortcut of Ctrl+A to a macro, but Excel has 
assigned that combination to the Select All command. 
Alternatively, you could assign Ctrl+Shift+A to a 
macro; this combination would not conflict with any 
preassigned combination. Before performing the steps 
in this section, test the combination you want to 
assign to make sure it does not conflict with a 
preassigned combination. 


Formulary 


tech 
Kaus (ité‘( c;CSOC 
Je) Smith Services, LLC 


E l Go Hi 


I 
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Save a Workbook 
Containing a Macro 


hen Excel finds a macro, its behavior 

depends on the way you have set 

security. Assuming your settings tell Excel 
to prompt you when it finds macros, the Excel 
behavior depends on where you save macros. 


If you save macros to the Personal Macro Workbook, 
macros are available without any prompting 
whenever you open Excel. For greater security, you 
may choose to save macros to the workbooks 

where you will use them. If you save macros in a 
workbook, then you must save the workbook as a 
macro-enabled workbook so the macros will work. 
A macro-enabled workbook uses a special .xlsm file 


extension. 
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When you create and save a macro to a 


macro-enabled workbook, no warnings appear 


when you open Excel. Instead, when you open the 
workbook containing the macro, Excel disables 


the macro but displays a security warning just below 


the Ribbon. From the security warning, you can 
enable the macros in the workbook. 


To avoid warnings altogether, you can save 


macro-enabled workbooks to trusted locations. 


trusted locations. 


corn rr Containing a Macro 


See the section “Handle Workbooks That Contain 
Macros” for more on enabling the macros in 
macro-enabled workbooks and on establishing 





@ Click the File tab. 
& Click Save As. 


The Save As dialog box 
opens. 


You can navigate to the 
folder where you want to 
save the workbook. 


© Type a name for the 
workbook. 


@ Click here (J) to choose 
Excel Macro-Enabled 
Workbook (*.xlsm). 


@ Click Save. 


Excel saves the 
workbook. 
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Add a Macro to the 
Quick Access Toolbar 





ou can add a button to the Quick Access you customize the Quick Access Toolbar. You can 

Toolbar that runs a macro of your choice. This place the button for the macro in any position on the 

approach to running a macro makes the Quick Access Toolbar; by default, Excel adds each 
macro even faster because you do not need to open button to the right end of the Quick Access Toolbar. 


the Macro dialog box and select the macro to run it. 
You simply select the cell where you want the macro 
to start and then click the button on the Quick Access 
Toolbar that you assign to the macro — and the 
macro runs. 


When you create the button, you can choose an 
image for the button from a list of predefined symbols 
that Excel displays. You can also control the tip that 
appears when you hover the mouse pointer over the 
button on the Quick Access Toolbar. 

When you create a Quick Access Toolbar button to run 

a macro, you actually assign the macro to the button. 

To assign a macro to a Quick Access Toolbar button, 


Add a Macro to the Quick Access Toolbar | 


@ Click the File tab. 
& Click Options. 





The Excel Options dialog 
box opens. 


@ Click Quick Access 
Toolbar. 


@) Click here ([F]) to choose 
Macros. 


© Click the macro you want 
on the Quick Access 


Toolbar. | i 
© Click Add. = - 
@ Click the macro. SS -<—_S 
@® Click Modify. a 


+ 
ii 


-o a 
‘} f3 
¢ 
it 
: 





The Modify Button dialog 
box opens. 


© Click a symbol for the 
button. 


@ Click here to type the 
name that Excel should 
display when the mouse 
pointer hovers over the 
button. 


@ Click OK twice. 


@ Excel adds the button to 
the Quick Access Toolbar. 


@ The name you assigned in 
step 10 appears when you 
hover the mouse pointer 
over the button. 


You can click the button to 
run the macro. 


Can I control the button’s position on the 
Quick Access Toolbar? 


w Yes. By default, Excel places the button on 
the right edge of the Quick Access Toolbar, 
but you can move it. Complete steps 1 to 
3. Click the macro on the right side of the 
Excel Options dialog box and then click [+ 
or [¥ to reposition the button. Moving the 
button up in the Excel Options dialog box 
list moves it to the left on the Quick Access 
Toolbar. Similarly, moving the button down 
in the list moves the button to the right on 
the Quick Access Toolbar. 
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When I select the Popular Commands 
option in the list on the left side of the 
Excel Options dialog box, there is a View 
Macros option at the bottom of this list. 
What does this option do? 


w You can add this option to the Quick Access 
Toolbar to create a button that opens the 
Macro dialog box, where you select a 
macro to run. 





If | decide I do not want a button for a 
macro on the Quick Access Toolbar, can | 
undo my action? 


w No. But you can remove the button. 
Complete steps 1 to 3. Click the macro in 
the list on the right side of the Excel 
Options dialog box and then click the 
Remove button between the lists. 
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Handle Workbooks 
That Contain Macros 





y default, Excel’s security is set up so Excel For greater security, you can limit the macros you 

gives you the opportunity to enable macros. store in the Personal Macro Workbook to only those 

Once you enable macros in a workbook, Excel that you need to be available in every workbook and 
uses the Trusted Documents feature to remember that store other macros in macro-enabled workbooks. 
you did so and does not prompt you the next time When you store a macro-enabled workbook in a folder 
you open the same workbook. Instead, Excel now that Excel does not recognize as trusted, Excel initially 
views the workbook as a trusted document and enables disables the macros and notifies you. However, you 
macros in the document each time you open it can store macro-enabled workbooks in a trusted 
without prompting you. location; in this case, Excel enables macros when you 


When you store macros in the Personal Macro open these workbooks without prompting you. 


Workbook, Excel enables those macros without 
prompting you each time you open the program. You 
may notice that Excel opens more slowly when you 
store macros in the Personal Macro Workbook. 








Handle Workbooks That Contain Macros 





Open a Macro-Enabled 
Workbook 


a Open a workbook. 
Note: See Chapter 2 for more 


on opening a workbook. 
@ If the workbook contains oc 
ps Smith Services, LLC ervices i 


v! Security Warning Macros have been disabled, Enable Content 


macros, this warning 
appears. 


@) If you trust the content of 
the workbook, click Enable 
Content. 


The warning disappears, [at vG  flsmithsewossuc 
macs ne A 





macros in the workbook. 

Because Excel treats the smith Services, LLC 
workbook as a trusted 
document, the warning 
will not appear the next 
time you open the 
workbook. 
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Manage Trusted Locations 


alte bp 


@ Click the File tab. gy ||: Riese erect 


@) Click Options. 

The Excel Options dialog box opens. 
@ Click Trust Center. 
& Click Trust Center Settings. 

The Trust Center dialog box opens. 


Q Click Trusted Locations. 





@ These locations are defined by Excel 
when you install the program. 


© Click Add new location. 


The Microsoft Office Trusted Location el) ‘ fea 
dialog box opens. i — 


@ Click Browse to navigate to a folder : Pes ‘aanciianaii 
that you want to establish as trusted. i 


@ You can type a description here. : —. -@ ae 
@ Click OK three times. ee «— 9 











What should | do if I only Can I stop trusting a Is there a way to simply 
want to enable macros workbook I previously enable all macros? 
temporarily? trusted? w Yes. But it is not 
‘WwW Open the workbook, and w You cannot selectively stop recommended because 
instead of clicking the trusting workbooks, but macros could infect your 
Enable Content button on you can collectively stop computer with a virus. You 
the security warning bar, trusting workbooks. are much better off if you 
click the File tab and then Complete steps 1 to 5 in use the Trusted Documents 
click Info. Click the Enable the subsection “Manage feature or store your own 
Content button, and from Trusted Locations.” Then, macro-enabled workbooks 
the menu that appears, click Trusted Documents. in a trusted location and 
click Advanced Options. To continue to use the let Excel prompt you if a 
The Microsoft Office Trusted Document feature workbook that you open 
Security Options dialog but have Excel prompt you contains macro code. If 
box opens. From this once more for each you decide to take the risk 
dialog box, click the Enable macro-enabled workbook anyway, complete steps 1 
content for this session you open, click Clear. To to 5 in the subsection 
radio button (© changes disable the Trusted “Manage Trusted 
to @) and then click OK. Documents feature, click Locations.” Then, click 
the Disable Trusted Macro Settings and make 
Documents check box a choice (© changes 
(|_| changes to |v). to @). 
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Manage the 
Status Bar 


ou can add elements to or remove elements 

from the status bar to display many different 

types of information. When you open a blank 
workbook, the status bar displays the cell mode, the 
macro recording state, the View shortcuts, the zoom 
factor, and the zoom slider. The status bar is actually 
set to display a wide variety of information if 
conditions are right to display the information. For 
example, if you press the Scroll Lock key on the 
keyboard, Excel displays the state of the Scroll Lock 
key on the status bar. 








The cell mode that appears by default in all workbooks 
switches between four states. Ready mode is a general 
state and is the state that appears when no other state 
is appropriate. Enter mode appears as soon as you start 
typing in a cell, and Excel returns to Ready mode after 
you press Enter to store the information in the cell. 
When you edit any cell entry, Edit mode appears on 
the status bar. Point mode appears on the status bar 
when you point to cells that you want to include while 
setting up a formula. 


PRET CS UMS LY So | Gi 





q) Right-click on the status 


bar. 

i Al gat 

@ Excel displays the Bi coder 
Customize Status Bar gatota 


menu. Each item with a a 
check mark ([¥ ) beside it R 
will appear on the status i 
bar under appropriate 
conditions. x 


@ Click an item that does 
not contain a |v. 





@ Click anywhere on the “ 
worksheet to hide the 
status bar menu. 


@ Excel now includes the 
item you selected in step 
2 on the status bar. 


Note: In the example, Excel 
displays the maximum value 
contained in cells you select. 


c C = F 6 
6 Month Sales Figures for 207" 
ls Thousande) 






c é bel 
6 Month Sales Figures for 2010 


Jomaary February Merch April May 
' 


Hi i J | L Wl ul o p 
ry 


January Febuary Perch April May june 
f 


145 139 [44 








Co E F 
ls Thoueanda) 


143 139 [44 
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Customizing the Excel Environment_y : 


Change the Location 
of the Quick Access Toolbar 





ou can move the Quick Access Toolbar so it 

appears below the Ribbon instead of above 

it. The location of the Quick Access Toolbar 
is strictly a matter of personal preference. However, if 
your Quick Access Toolbar contains a lot of buttons, 
you may prefer to display it below the Ribbon 
instead of above the Ribbon. By placing the Quick 
Access Toolbar below the Ribbon, you avoid 
crowding the name of the current workbook that 
appears by default to the right of the Quick Access 
Toolbar, which appears by default above the Ribbon. 


For those of you who yearn for the Office 2003 and 
earlier interface, you can simulate the appearance of 
that interface somewhat if you first minimize the 
Ribbon and then position the Quick Access Toolbar 
below the Ribbon. When you view the Excel 2010 
interface in this configuration, the Ribbon tabs look 
like the menus and the Quick Access Toolbar looks 
like a toolbar in Excel 2003. Of course, when you 
click a Ribbon tab, the Ribbon reappears — and thus 
ends the simulation. However, for a moment, you 
had a taste of familiarity. 


Change the Location of the Quick Access Toolbar — 










@ By default, the Quick 
Access Toolbar appears 
above the Ribbon. 


@ Click F. 


@ Click Show Below the 
Ribbon. 
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Note: You can move the 
Quick Access Toolbar back to 
its original configuration by 
completing these steps again 
but clicking Show Above the 
Ribbon in step 2. 
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Add a Button to the 
Quick Access Toolbar 





ou can add commands that you use frequently 

to the Quick Access Toolbar to make them 

more accessible. It might feel like some of the 
commands you use regularly in Excel are buried in the 
Ribbon. For example, if you apply boldface or italics 
often, you may not want to have to click the Home 
tab each time to access those commands. And 
although you can memorize the keyboard shortcuts 
for commands, sometimes it is just easier to have 
ready access to a command that you use frequently. 
Placing that command on the Quick Access Toolbar 
meets that need. 


For example, suppose you work in a lot of different 
workbooks each day, and you find yourself closing 
workbooks frequently. The Close command appears 
on the Office menu, but you can add a button for the 
Close command to the Quick Access Toolbar. 


When you add a button to the Quick Access Toolbar, 
Excel adds the button to the right end of the Quick 
Access Toolbar by default. You can, however, place 
the button in any position on the Quick Access 
Toolbar. 


Add a Button to the Quick Access Toolbar fs 





@ Click the File tab. 
Backstage view appears. 
@ Click Options. ies 





The Excel Options dialog 
box opens. 


@ Click Quick Access 
Toolbar. 


@) Click here (F)) to choose 
a command group. 


@ Commands in each group 
appear here in 
alphabetical order. 


Q Click a command. 
© Click Add. 
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If | decide I do not want a button on the 
Quick Access Toolbar, can I remove it? 


w Yes. Follow steps 1 to 3. In the list on the 





right side of the Excel Options dialog box, 
click the command you want to remove. 
Then, click the Remove button. Excel 
removes the button from the list. Click OK, 
and Excel closes the Excel Options dialog 
box, saving your settings. The button you 
removed no longer appears on the Quick 


Access Toolbar. 


How do I reorder the buttons on the 
Quick Access Toolbar? 


‘Ww Complete steps 1 to 3. In the list on the 
right, click a button. Then, click [+ or |¥. 


Moving a button up moves it to the left on 
the Quick Access Toolbar, while moving it 
down moves it to the right. 


What groups of commands are available 
when I click [-]| in step 47 


‘w Four unique groups appear at the top of 


the drop-down list when you click [~]: 
Popular Commands, Commands Not in 
the Ribbon, All Commands, and Macros. 
The other groups listed display commands 
based on where they appear in the 
program: the typical Ribbon tabs and the 
special tabs that appear based on the 
action you are performing, such as the 
Picture Tools tab and its accompanying 
Format tab. 


Is there an easy way to add the Print 
command to the Quick Access Toolbar? 


w Yes. Several common commands, 


including the Print command, appear 
when you click |F beside the Quick Access 
Toolbar; click one to add it to the toolbar. 
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Minimize 
the Ribbon 


O optimize screen real estate, you can 
T minimize the Ribbon. The Ribbon contains 

the majority of commands available in Excel, 
organized by function into seven tabs. Typically, you 
use the Ribbon by clicking the tab containing the 


button for the command you want and then you click 
that button. 


When you minimize the Ribbon, Excel displays only 
the names of the tabs on the Ribbon; the buttons on 
each tab appear to be hidden. To use the Ribbon 
while it is minimized, you click a tab, and Excel 





Minimize the Ribbon 





Hide Ribbon Buttons 


@ By default, the buttons on 
the Ribbon are visible. 


a Click the Minimize the 
Ribbon button ([4 ) 
([s changes to | ). 


@ The Ribbon folds up and 
the menu looks very 
similar to the ones that 
were available in Office 
2003 and earlier. 


x 
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displays the buttons for that tab. After you click a 
button, Excel minimizes the Ribbon again. If you do 
not click a button on the selected tab but instead click 
a different tab, Excel displays the buttons for that tab. 
If you decide you do not want to click any button on 
the Ribbon, you can click in the worksheet. Once 
again, Excel minimizes the Ribbon. 


The steps in this section show you how to minimize 
the Ribbon. If you decide you do not like working with 
the minimized Ribbon, you can return the Ribbon to 
its original display. 
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Using the Minimized a le + + l= ap Book = Aicrercnl! Pxcel os me i 
Ribbon Home ait Foamidias thata Aerie! ‘leit @  , . & co a 


a Click a Ribbon tab. 
@ Ribbon buttons appear. 


@ While expanded to 
display buttons, the 
Minimize the Ribbon ie 
button changes to a | 
pushpin. 


@ Click a Ribbon button 





or click in the 
worksheet. 


The Ribbon folds up. 








Is there another way to hide or display 
Ribbon buttons? 


w Yes. You can right-click on any Ribbon tab. 
In the menu that appears, click Minimize 
the Ribbon, and Excel hides Ribbon buttons 
but displays Ribbon tabs. You use the 
Ribbon the same way as described in the 
subsection “Using the Minimized Ribbon.” 
To redisplay Ribbon buttons as they appear 
by default in Excel, right-click on any 
Ribbon tab; beside Minimize the Ribbon, a 
[¥ appears, indicating that Ribbon buttons 
are hidden. Click Minimize the Ribbon, and 
Excel redisplays the Ribbon buttons. If you 
again right-click on any Ribbon tab, no |v 
appears beside Minimize the Ribbon. 


If | decide I want to redisplay the Ribbon 
buttons as they appear by default in Excel, 
what should I do? 


w While the Ribbon buttons are hidden, click 
[> . Or while the Ribbon is expanded to 
display buttons, click the pushpin. The 
Ribbon buttons reappear and stay in view, 
and [@ changes to [*. 


What should I do if | have hidden Ribbon 
buttons and I do not remember which tab 
contains the command I need? 


Ww Click the tab you think contains the 
command you need; if you do not find the 
command on that tab, simply click another 
tab. The Ribbon buttons remain visible until 
you select a command or click in the 
worksheet. 
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Add a Predefined Group 
to a Ribbon Tab 


fter working in Excel for a while, many people 

find that they use only a few of the tabs on 

the Ribbon regularly. And on those tabs, they 
use only a few groups of buttons. You can set up Excel 
so you can work more efficiently if you customize the 
Ribbon to place the groups of buttons that you use 
most often on a single tab. 


For example, suppose most of the buttons you need 
appear on the Home tab, but you often use the 
Function Library group on the Formulas tab to insert a 
wide variety of functions regularly. You know that you 


can click the drop-down arrow ([+]) beside the Sum 
function on the Home tab and then click More 
Functions, but the Function Library group displays 
functions grouped by categories and helps you avoid 
describing the function you want by letting you select 
the function directly. You can add the Function Library 
group to the Home tab. That way, you do not need to 
leave the Home tab to insert the function of your 
choice, and you do not need to describe the function 
you want to use. 


Add a Predefined Group to a Ribbon Tab 





@ Click the File tab. 


: ied ten 
Backstage view appears. a) 
@ Click Options. ose 
Save & Send 
Help 
1) Option: 
tj tx 





The Excel Options dialog 
box opens. 


© Click Customize Ribbon. 


@) Click here ([-)) to choose 
Main Tabs. 


© Click A beside the tab 
containing the group you 
want to add ([+] changes 
to [=]). 


6 Click the group you want 
to add. 
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@ Click FF] beside the tab 
where you want to place 
the group you selected in 
step 6 ([+] changes to [=]). 


© Click the group you want 
to appear on the Ribbon to 
the left of the new group. 


© Click Add. 


@ Excel adds the group you 
selected in step 6 below 
the group you selected in 
step 8. 


@ Repeat steps 5 to 9 as 
needed. 


@ Click OK. 


@ Excel adds the group you 
selected to the appropriate 
Ribbon tab. 


When you click the 
Function Library button 
added in this example and 
click a function group, 
Excel displays a list of the 
functions in that group. 





How do | add a single 

button — instead of a 

group — to one of the 
existing groups on the 
Ribbon? 


w You cannot add a button 
to or delete a button from 
one of the default groups 
that appears on the 
Ribbon. But you can create 
your own group that 
contains only those 
buttons you want to use 
and then hide the default 
group Excel displays. See 
the section “Create Your 
Own Ribbon Group.” 








What are the restrictions 
associated with 
customizing the Ribbon? 


vw In addition to not being 
able to add or delete a 
button from one of the 
default groups on the 
Ribbon, you cannot add a 
group to a Ribbon tab if 
the group already appears 
on that tab. You can, 
however, remove any of 
the default groups from 
one of the default Ribbon 
tabs. 


Customizing the Excel Environment 


“Soe Fee 
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If | change my mind, how 
can | eliminate the changes 
| made to the Ribbon? 


Ww Complete steps 1 to 3. In 
the column on the right, 
select the Ribbon tab and 
group you added. Just 
above the OK button, click 
Restore Defaults, and in 
the menu that appears, 
click Restore only selected 
Ribbon tab. Then, click OK. 
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Create Your Own 


Ribbon Group 


n addition to the groups Excel displays on the 

Ribbon, you can create groups of your own that 

contain buttons of your choice. This approach 
works particularly well because you cannot add or 
remove buttons from predefined groups on a Ribbon 
tab. 


Creating your own groups on the Ribbon can help you 
work more efficiently. For example, you can create 
one group on each Ribbon tab that contains the 
buttons on that tab that you use most often, and you 
place that group in the same position — say, the 


Create Your Own Ribbon Group_ | 


Make a Group 





rightmost group — on every tab. That way, you do 
not need to spend time searching for the buttons you 
use; you know that the buttons you use most often 
will always be in the same position on each tab on the 
Ribbon. 


It is highly likely that the buttons you add to a group 
of your own on the Ribbon will also appear in a 
predefined group. Although you cannot remove 
individual buttons from a predefined group, you can 
hide the entire group, adding the buttons you need to 
the group you create. 
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The Excel Options 
dialog box opens. 


& Click Customize 
Ribbon. 2 


@) Click FF beside the 
tab to which you 
want to add a group 


([+] changes to [=]). 


© Click the group you 
want to appear on the 
Ribbon to the left of 
the new group. 


© Click New Group. 


@ Excel adds a new 
group to the tab below 
the group you selected 
in step 5 and selects 
the new group. 





How do | hide a group on one of the 
predefined Ribbon tabs? 


w Follow steps 1 to 3 to display the portion of 
the Excel Options dialog box where you 
customize the Ribbon. Then, in the list on 
the right, click beside the tab containing 
the group you want to hide ([+] changes 
to [=]). Click the group you want to hide; if 
you want to view the buttons in that group 
to make certain you selected the correct 
group, click [+] beside the group. Then, 
click Remove, and Excel removes the group 
from the Ribbon. Click OK. 
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What should | do if | hide a group that 
contains a button that I do not use often 
but then discover that I need that button? 


‘w You can add the single button to the group 
you created or you can unhide the group 
you hid. Follow the steps in the section 
“Add a Predefined Group to a Ribbon Tab” 
to add the group back to the Ribbon. 





Is there a quick way to open the Excel 
Options dialog box where I customize the 
Ribbon? 


w Yes. You can right-click on any Ribbon tab, 
and in the menu that appears, click 


Customize the Ribbon. 





Create Your Own 
Ribbon Group (continued) 


hen you add a group to a tab, you can 
assign a name to it that you find 
meaningful and then you can add 
whatever buttons you need to the group. Regardless 
of the Ribbon tab on which you place your group, you 
can name the group anything you want to name it, 
including using a group name that already exists on 
any Ribbon tab. 


For example, Excel will not stop you from creating 
your own Font group and placing it on the Home tab, 
where the predefined Font group appears. If you opt 





to utilize a group name already in use, try not to place 
it on the tab where the existing group appears so you 
can avoid confusion. 


You are also not limited to adding buttons to your 
group that appear on the Ribbon tab where you place 
your group; you can add buttons to your group that 
appear in some other group on the same tab and 
even on some other tab. You also can move the group 
you create from its original location to any other 
location of your choice, including moving it to a 
different tab. 





. Create Your Own Ribbon Group (continued) | 


Assign a Name to the 
Group 


a Click the group you 
added. 


& Click Rename. 


The Rename dialog box 
opens. 


@ Type a name for your 
group. 
@ Click OK. 


@ Excel assigns the name to 
your group. 
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Add Buttons to Your 
Group 


a Click the group you 
created. 


@ Click a command. 


@ If the command you 
want does not appear 
in the list, click here 
([-]) to choose All 
Commands. 


® Click Add. 


@ The command appears 
below the group you 
created. 


Q Repeat steps 2 and 3 
for each button you 
want to add to your 


group. 
You can use |* and |. 


to rearrange the 
commands in your 


group. 


& Click OK to save your 
changes. 
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How do I assign keyboard shortcuts to 
the buttons I add to my group? 


w You do not need to assign keyboard 
shortcuts to commands you add to your 
group. Excel assigns them for you based 
on the keys already assigned to commands 
appearing on the tab where you placed 
your group. Be aware that you can place 
the same button in two groups on the 
same tab or on different tabs, and if you 
do, Excel assigns different keyboard 
shortcuts to that button each time it 


appears. 
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If | change my mind about the location 
of my group, how do I move it? 


w You can move predefined groups or 
groups you create. Click the group you 
want to move. Then, click beside the 
tab to which you want to move the group. 
All groups on both tabs should be visible. 
Click [* or |¥ repeatedly to position the 
group you are moving until it appears 
below the group that should appear on 
the Ribbon to the left of the group you are 
moving. As you click, Excel displays the 
groups on intervening tabs. Click OK to 
save your changes. 
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Create Your Own 


Ribbon Tab 


reating your own tab on the Ribbon can help 

you achieve maximum efficiency. If you 

create your own tab on the Ribbon, you can 
use it to store all the buttons you use most frequently 
from all the tabs on the default Ribbon. That way, you 
save the time of hunting through the tabs on the 
default Ribbon, looking for the buttons you need. 


If you place your new tab to the left of the Home tab, 
then your tab appears by default when you open 
Excel, and you will not need to select your tab to use 


Create Your Own Ribbon Tab 





it. Because all the buttons you use regularly will 
appear on your tab, you will not need to use the 
default Ribbon on any regular basis. 


If you include a button on your tab that automatically 
adds a Tools tab to the Ribbon, Excel will still display 
that Tools tab when appropriate. For example, if you 
include the Table button on your tab and you create a 
Table by using the button on your tab, Excel 
automatically displays the Table Tools tab when you 
place the cell pointer inside the table. 
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The Excel Options 
dialog box opens. 


& Click Customize 
Ribbon. 


@ Click the tab you want 
to appear to the left of 
the new tab. 


® Click New Tab. 


@ Excel creates a new tab 
below the tab you 
selected in step 4, 
along with a new 
group on that tab. 


@ Excel selects the new 
group it automatically 
creates on the new tab 
so you can start adding 
buttons. 





‘Can I reposition a tab? 


w Yes. You reposition tabs 
the same way you 
reposition groups. 
Complete steps 1 to 3 to 
open the Excel Options 
dialog box to display 
options to customize the 
Ribbon. In the list on the 
right, click the tab and 
then click [* or |* onthe 
right edge of the Excel 
Options dialog box. 








What is on the Developer 
tab, and why does no check 
mark appear beside it? 


w The Developer tab contains 
tools used by those who 
write programs to make 
Excel perform actions 
automatically. When no 
check mark appears beside 
a tab, Excel does not 
display that tab on the 
Ribbon; in the case of the 
Developer tab, most users 
do not need the tools on 
that tab, so Excel does not 
display it by default. 
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If | change my mind and 
want to delete a tab I 
created, what do I do? 


w Click the tab and then click 
the Remove button. 
Following this procedure 
eliminates your tab, all 
groups on your tab, and all 
buttons in those groups 
completely. Alternatively, 
you can hide your tab, 
which retains the tab, but 
Excel does not display it on 
the Ribbon. 








Create Your Own 
Ribbon Tab (continued) 


hen you create a new Ribbon tab, Excel 
automatically creates one group for you on 
the tab so you can quickly and easily add 
buttons to the new tab. But you are not limited to 
adding buttons only to the single group Excel creates 
for you; if you prefer to organize the buttons on your 
tab, you can create additional groups for them. For 
more on creating groups, see the section “Create Your 
Own Ribbon Group.” 





You can assign names that mean something to you to 
both your tab and the group Excel automatically 
creates. After you assign names to your Ribbon tab 


Create Your Own Ribbon Tab (continued) 


and any groups you include on that tab, you can add 
buttons to your tab, organizing them in any order you 
want. Also, remember that you are not limited to 
creating a single tab; you can create as many tabs as 
you want, spreading out the buttons you use most 
often over multiple tabs. Once you are comfortable 
with your tab, you can hide the default tabs if you 
want. If you find that you need one of the default 
tabs, you can easily redisplay it. 





Assign Names 


@ Click the tab you created. 
@ Click Rename. 
The Rename dialog box opens. 
& Type a name for your tab. 
@ Click OK. 


@ Excel assigns a name to your 
tab. 


oO Click the group on your tab. 
© Click Rename. 

The Rename dialog box opens. 
@ Type a name for your tab. 
@ Click OK. 


Excel assigns a name to your 
group. 
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Add Buttons to Your Excel Options 
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@ The command appears 
below the group you 
created. 


4) Repeat steps 2 and 3 
for each button you 
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want to add to the 
group. 
® Click OK. 


The new tab appears 
on the Ribbon, along 
with the group 
containing the buttons 
you added. 
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What can I do after 
creating a custom tab with 
buttons on it if | decide 
that | am not sure I want 
that tab on the Ribbon? 


‘w You can hide the tab, 
which makes it invisible 
without deleting it. 
Complete steps 1 to 3 in 
the subsection “Make a 
Tab.” Then, click the check 
box beside the tab you 
want to hide (|| changes 
to {L]). Click OK. Excel 
redisplays the Ribbon 
without your custom tab. 


Does “(Custom)” after the 
name of my new tab 
appear on my new tab? 


w No. “(Custom)” appears 
only in the Excel Options 
dialog box and will not 
appear on the Ribbon. 
Excel uses this modifier in 
the Excel Options dialog 
box to help you quickly 
and easily identify tabs you 
create and distinguish 
them from the default tabs 
you find in Excel. 
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What do | see if | click [-| 
on the left side of the Excel 
Options dialog box? 

w The choices are: Popular 
Commands, Commands 
Not in the Ribbon, All 
Commands, Macros, File 
Tab, All Tabs, Main Tabs, 
Tool Tabs, Custom Tabs, 
and Groups. Excel uses 
these choices to organize 
commands you can add to 
the Ribbon. If you click [+] 
on the right side of the 
Excel Options dialog box, 
only three choices appear: 
All Tabs, Main Tabs, and 
Tool Tabs. 
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Understanding 
General Options 


he most popular options appear in three copy of Microsoft Office. This section provides some 

groups on the General tab of the Excel details about the options in each group. To view and 

Options dialog box: User Interface options, change these options, see the section “Change 
When creating new workbooks, and Personalize your General Options.” 





Option 


Show Mini Toolbar on selection 
Enable Live Preview 


Color scheme 


ScreenTip style 


Option 
Use this font 


Font size 
Default view for new sheets 


Include this many sheets 


Option 


User name 
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General Options for Working with Excel 
Description 


Use this option to control whether the Mini toolbar appears whenever you select text. The 
Mini toolbar contains formatting options that also appear on the Home tab. 


Use this option to control whether Excel uses the Live Preview feature to show you how 
information will appear before you apply settings. 


Use this list box to select one of three color schemes: Blue (the default), Silver, or Black. 


Use this list box to control the behavior of screen tips. Screen tips display brief descriptions 
about the purpose of buttons on the Ribbon or the Quick Access Toolbar when you hover the 
mouse pointer over a button. 


When Creating New Workbooks 
Description 


Use this list box to select the font you want Excel to use for all new workbooks. The default, 
Body Font, corresponds to Calibri. 


Use this list box to select a size, in points, for the font in all new workbooks. The default size 
is 1 1 points. 


Use this list box to set the default view for new workbooks; the default view is Normal View, 
but you can also choose Page Break Preview or Page Layout View. 


In this field, type the number of sheets you want Excel to include in each new workbook. 


Personalize Your Copy of Microsoft Office 
Description 


In this field, you can enter the name you want Excel to assign as the author of new 
workbooks. 


Change 


Customizing the Excel Environment. 






General Options 


ach time you open a new workbook, Excel 
applies a series of preferences to the 
workbook based on assumptions concerning 
the way you want the worksheet and chart 
information that you enter into the workbook to 
appear on-screen and in print. You can change those 
preferences as needed to support the way you work. 


All the options that you can control in Excel appear 
in the Excel Options dialog box, where you find the 
options grouped based on similarity. This grouping 
approach helps you easily find the options you want 
to change. Excel uses the tabs that appear down the 
side of the Excel Options dialog box to create the 


Change General Options 


major groups for options. Then, within each group, 


you find additional headings that organize the 
options on that page. 


On the General tab, you find three headings of 


options that you can change: User Interface options, 
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When creating new workbooks, and Personalize your 


copy of Microsoft Office. Using the steps in this 
section, you can change any of these options to 
make Excel easier to use. See the section 
“Understanding General Options” for more on the 
individual choices. 





@ Click the File tab. 


Backstage view 
appears. 


@ Click Options. 





The Excel Options 
dialog box opens. 


© Click General. 


@ Change any options as 
appropriate. 


® Click OK. 


Excel saves the 
changes. 
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Understanding Common 
Calculation Options 


n the Formulas tab of the Excel Options change these options, see the section “Change 

dialog box, you find four headings. This Common Calculation Options.” For more on the other 

section provides some details about the two headings on the Formulas tab, see the sections 
options under the Calculation options heading and “Understanding Error-Checking Options” and “Work 
the Working with formulas heading. To view and with Error-Checking Options.” 





Calculation Options 
Option Description 


Automatic, Automatic except for Select one of these options to specify the way Excel calculates your workbook. By default, 

data tables, Manual Excel recalculates everything in your workbook automatically, but you can choose to calculate 
data tables or the entire workbook manually if you find that Excel slows down when 
calculating a large workbook that contains a lot of formulas. If you choose to use manual 
recalculation, you can use four keyboard shortcuts to manually recalculate the workbook. The 
F9 shortcut recalculates formulas that have changed since the last calculation for all open 
workbooks. Shift+F9 recalculates formulas that have changed since the last calculation for the 
active worksheet. Ctrl+Alt+F9 recalculates all open workbooks, even if they have not changed 
since the last calculation. Ctrl+Shift+Alt+F9 rechecks formulas that depend on other formulas 
and then recalculates all formulas in all open workbooks, even if they have not changed since 
the last calculation. 


Enable iterative calculation Use this option to control whether Excel continues to try calculating formulas that it cannot 
solve on the first try. 


Maximum Iterations Use this field to set the maximum number of attempts Excel makes to solve a formula that 
Excel cannot solve on the first try. The number in this field applies only when you have 
enabled iterative calculation. 


Maximum Change Use this field to set the maximum change by which Excel increments its guesses while trying to 
solve a formula it cannot solve on the first try. The number in this field applies only when you 
have enabled iterative calculation. 


Working with Formulas 
Option Description 


R1C1 reference style Use this option to control whether Excel uses numbers to refer to both columns and rows. In 
this cell-referencing system, Al is R1C1, and B10 is R1O0C2. In this style, R stands for Row 
and C stands for Column. 


Formula AutoComplete Use this option to control whether Excel attempts to complete formulas or functions that you 
type in cells. 

Use table names in formulas Use this option to control whether Excel substitutes a table name in a formula rather than 
using the table’s range address. 

Use GetPivotData functions for Use this option to enable or disable the technique Excel uses to obtain PivotTable information 

PivotTable references for a formula outside the PivotTable that refers to the PivotTable. 
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Change Common 
Calculation Options 


ach time you open a new workbook, Excel 
applies a series of preferences to the 
workbook based on assumptions concerning 
the way you want Excel to behave in relation to 
calculating workbooks. You can change those 
preferences as needed to support the way you work. 


All the options that you can control in Excel appear 
in the Excel Options dialog box, where you find the 
options grouped based on similarity. This grouping 
approach helps you easily find the options you want 
to change. Excel uses the tabs that appear down the 
side of the Excel Options dialog box to create the 


Change Common Calculation Options 





@ Click the File tab. 


major groups for options. Then, within each group, 
you find additional headings that organize the 
options on that page. 


On the Formulas tab, you find the headings of 
options you can change; this section focuses on 
making changes under two of those headings: 
Calculation options and Working with formulas. See 
the section “Understanding Common Calculation 
Options” for more on the choices under these 
headings. For more on options under the Error 
Checking and Error checking rules headings, see the 
sections “Understanding Error-Checking Options” 
and “Work with Error-Checking Options.” 
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Backstage view 
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@ Click Options. oes 
Hecert 





The Excel Options 
dialog box opens. 


@ Click Formulas. 


@ Change any options as 
appropriate. 


@ Click OK. 


Excel saves the 
changes. 
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Understanding Advanced 
Calculation Options 





ou can find some options on the Advanced need to make changes to these options, but knowing 

tab in the Excel Options dialog box that what they do can help you in those few instances 

control the way Excel calculates workbooks. when you really do need to make a change. To view 
This section provides some details about the options and change these options, see the section “Set 
under the Formulas heading and the When calculating Advanced Calculation Options.” 


this workbook heading. In most cases, you do not 





If you have multiple workbooks open, be sure to select 
the workbook to which you want to apply the When 
calculating this workbook options. 





When cakuteing this workbook: |] 2010-pwottenie-a. |» | 


#7) Upgate links to other docurents 
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Formula Options and When Calculating This Workbook Options 
Option Description 


Enable multi-threaded calculation — This option applies to computers that contain more than a single processor. You can select 
this option to have Excel use more than one processor when making calculations, and you 
can set the number of processors to use. 


Update links to other documents Use this option to control whether Excel updates links to other workbooks or documents when 
calculating the current workbook. 


Set precision as displayed You can select this option to permanently change the calculated values in the workbook to 
the number currently shown. Number formats change the appearance of numbers but not the 
values that Excel stores in the cell. Enabling this option changes the values; most of the time, 
you do not want to select this option. 


Use 1904 date system Select this option to work with a workbook containing dates created in an older version of 
Excel for the Macintosh that used January 2, 1904, instead of January 1, 1900, as serial 


number 1. 


Save external link values Disable this option if your workbook contains links to large ranges on an external document 
and seems to need an unusually large amount of disk space or takes an unusually long time 
to open. 
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Calculation Options 


ach time you open a new workbook, Excel 
applies a series of preferences to the 
workbook based on assumptions concerning 
the way you want Excel to behave in relation to 
calculating workbooks. You can change those 
preferences as needed to support the way you work. 


All the options you can control in Excel appear in the 
Excel Options dialog box, where you find the options 
grouped based on similarity. This grouping approach 
helps you easily find the options you want to 
change. Excel uses the tabs that appear down the 
side of the Excel Options dialog box to create the 


eC Unset ey eh ated ibs 


major groups for options. Then, within each group, 
you find additional headings that organize the 
options on that page. 


On the Advanced tab, you find two headings for 
calculation-related options that you can change: 
Formulas and When calculating this workbook. See 
the section “Understanding Advanced Calculation 
Options” for more on the choices under these 
headings. In most cases, you will not need to make 
changes to the settings under these two headings, 
but on occasion, you might want to make a change. 





@ Click the File tab. 
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Backstage view 
appears. 


@ Click Options. 





The Excel Options 
dialog box opens. 
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Understanding 
Error-Checking Options 





n the Formulas tab in the Excel Options heading. In most cases, you do not need to make 

dialog box, you find some options that changes to these options, but knowing what they do 

control the way Excel handles calculation can help you in those few instances when you really 
error checking in workbooks. This section provides do need to make a change. To view and change these 
some details about the options under the Error options, see the section “Work with Error-Checking 
Checking heading and the Error checking rules Options.” 

Error Checking 
Option Description 


Enable background error checking 


Reset Ignored Errors 


Indicate errors using this color 


Option 


Cells containing formulas that result in 
an error 


Inconsistent calculated column 
formula in tables 


Cells containing years represented as 
2 digits 


Numbers formatted as text or 
preceded by an apostrophe 


Formulas inconsistent with other 
formulas in the region 

Formulas which omit cells in a region 
Unlocked cells containing formulas 


Formulas referring to empty cells 


Data entered in a table is invalid 
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By default, Excel checks for calculation errors; if this behavior annoys you, feel free to click 
this option (||Vl] changes to |Ll|). When you allow Excel to check for calculation errors, you 
can select the color Excel uses to indicate that a cell contains an error. Excel identifies cells 
that contain errors by displaying a small green triangle in the upper-left corner of the cell. 


When correcting errors, you can choose to ignore them. If you do, you can click the Reset 
Ignored Errors button to redisplay errors that you chose to ignore. 


Select a color for Excel to use when identifying errors. 


Error-Checking Rules 
Description 


Use this option to control whether Excel displays an error indicator in cells that return 
error values. 


Use this option to control whether Excel displays an error indicator in cells in a table 
column that contain formulas or values that are inconsistent with other formulas or values 
in the column. 


Use this option to control whether Excel displays an error indicator in cells containing 
dates formatted as text that display only the last two digits of the year. 


Use this option to control whether Excel displays an error indicator in cells containing 
numbers formatted as text or preceded by an apostrophe. 


Use this option to control whether Excel displays an error indicator in cells containing 
formulas that differ from the other formulas in the same area of the worksheet. 


Use this option to control whether Excel displays an error indicator in cells containing 
a formula that omits cells from the range to which the formula refers. 


Use this option to control whether Excel displays an error indicator in unlocked cells that 
contain formulas when the worksheet is protected. 


Use this option to control whether Excel displays an error indicator in cells containing 
formulas that refer to blank cells. 


Use this option to control whether Excel displays an error indicator in cells containing 
formulas for which you have set up data validation criteria that are not valid. 


Work with 
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Error-Checking Options 


ach time you open a new workbook, Excel 

applies a series of preferences to the 

workbook based on assumptions concerning 
the way you want Excel to behave in relation to 
checking for errors in workbooks. You can change 


those preferences as needed to support the way you 
work. 


All the options you can control in Excel appear in the 
Excel Options dialog box, where you find the options 
grouped based on similarity. This grouping approach 
helps you easily find the options you want to 
change. Excel uses the tabs that appear down the 


mC ai Error-Checking Options 


side of the Excel Options dialog box to create the 
major groups for options. Then, within each group, 
you find additional headings that organize the 
options on that page. 


On the Formulas tab, you find two headings related 
to the error-checking options that you can change: 
Error Checking and Error checking rules. See the 
section “Understanding Error-Checking Options” for 
more on the choices under these headings. In most 
cases, you will not need to make changes to the 
settings under these two headings, but on occasion, 
you might want to make a change. 





@ Click the File tab. 





Backstage view 
appears. 


@ Click Options. 





The Excel Options 
dialog box opens. 


HooPNg 


@& Click Formulas. i 


® Change any options as hana 


appropriate. 


@ Click OK. siike 


Excel saves the 
changes. 
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Work with 





AutoCorrect Options 


he Excel AutoCorrect feature works as you 

type, catching and correcting common 

typographical errors. The AutoCorrect feature 
is set up to catch hundreds of common typing and 
spelling mistakes, but you can add typing mistakes 
that you frequently make and that Excel does not 
catch. For example, if you consistently mistype the 
word “information” as “informaiton,” you can create 
an AutoCorrect entry to tell Excel to fix this mistake for 
you. You can also create an AutoCorrect entry that 
automatically changes “pp” to “PowerPoint.” 


All the options you can control appear in the Excel 
Options dialog box, where you find the options 
grouped based on similarity. This grouping approach 


Work with AutoCorrect Options | 


Create an AutoCorrect 
Entry 


a Click the File tab. 





Backstage view appears. 


Hecere 


@ Click Options. tom 





The Excel Options dialog 
box opens. 


@ Click Proofing. 


@ Click AutoCorrect 
Options. 
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helps you easily find the options you want to change. 
Excel uses the tabs that appear down the side of the 
Excel Options dialog box to create the major groups 
for options. Then, within each group, you find 
additional headings that organize the options on that 
page. 

On the Proofing tab, you find two headings related to 
the proofing options that you can change: 
AutoCorrect options and When correcting spelling in 
Microsoft Office programs. See the section “Change 
Proofing Options” for more on the choices under the 
second heading. 
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The AutoCorrect dialog box opens. 


& Type the text you want Excel to 
replace. 


© Type the replacement text. 
@ Click Add. 


8) Repeat steps 5 to 7 for each 
AutoCorrect entry you want to 
define. 


© Click Exceptions. 


@ If you do not want to set 
exceptions, click OK. 


Set AutoCorrect Exceptions 


Note: If you closed the Excel Options 
dialog box, complete steps 1 to 4 and 
step 9 in the preceding subsection. 


@ Click this tab to identify 
combinations of letters followed by 
a period that Excel should ignore. 


Click this tab to identify 
combinations of capital letters that 
Excel should ignore. 


@ Click OK in the three dialog boxes 
to save your changes. 





What does the Show AutoCorrect Options 
buttons option do? 


w When Excel applies an AutoCorrect or 
AutoFormatting option to a cell, it displays, 
by default, an AutoCorrect Options button 
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AutoCorrect: English (U.5.) 


Aubolorrect 


Show AutoCorrect Options buttons 


Correct Tyo [Nitial C4pitals 9 
Capitalize First letber of sentences 

Capitalize names of days 

Correct accidental use of COPS LOCK kev 

Replace text as you type 





3 Replace: 
informaiton 


independance 
independant 
influance 
information 
informakoin 


Don't capitalize after: 


| | 
| 
1 
— 


a, 
| abbr, 
labs, 

hacct, 
| addn, 
Ladi. 


1 
j 








Can you give me an example of when 
| might not want Excel to capitalize? 


w If you are consistently using an abbreviation 


that does not appear at the end of a 
sentence, you would not want Excel to 


With: - ; i 
information =— 9 


independence 
independent 
influence 
information 
information 


Delete 


ox) 





that you can use to undo the automatic 
change Excel made to whatever you typed abbreviation’s period. For example, you 


in the cell. Initially, the AutoCorrect 
Options button appears as a flat blue 
rectangle under the first letter of a cell 
containing an entry to which AutoCorrect 
options apply. When you point at the flat 
blue rectangle, the AutoCorrect Options 
button ([#*) appears. Click this button to 
see the available options. For more on 
AutoFormatting, see the section “Control 
Automatic Formatting.” 


capitalize the word that follows the 


would not want Excel to capitalize “is” in the 
following sentence: My appt. is at 3:00 PM. 


Can you give me an example of when | 
might not want Excel to correct two 
initial capital letters? 


‘Ww Suppose you work in a college 
environment that uses teaching assistants, 
and you refer to teaching assistants in 
writing as TAs. You would not want Excel 
to correct this entry to Tas. 601 





Control Automatic 


Formatting 


ou can control the way Excel behaves when 
automatically formatting information you 
enter into Excel from the AutoFormat As You 


Type tab of the AutoCorrect dialog box. You can 
change any of the following options: 





e The Internet and network paths with 
hyperlinks option controls whether Excel 
replaces Internet and network paths that you 
type with hyperlinks. 


e The Include new rows and columns in 
table option controls whether Excel adds new 
rows and columns to tables as you work. 


e The Fill formulas in tables to create 
calculated columns option controls whether 









eC MAC uir dm ead ile, 


@ Display the AutoCorrect dialog box. 


Note: To display this dialog box, 
complete steps 1 to 4 in the “Create an 
AutoCorrect Entry” subsection of the 
“Work with AutoCorrect Options” section. 


@ Click the AutoFormat As You Type 
tab. 


@ Change any options as appropriate. 
& Click Actions. 


@ Click here to enable additional 
actions (|_| changes to |!¥))). 


@ By default, Excel enables all listed 
available actions. 





You can click the check box of 
an available action to disable it 
(MI }). 


changes to |L) 
© Click OK in the two dialog boxes. 





Excel saves the changes and closes 
the AutoCorrect dialog box and the 
Excel Options dialog box. 
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Excel automatically fills formulas in tables to 
create calculated columns as you work. 


You can also control whether Excel offers additional 
actions. Additional actions are links from certain types 
of information that you enter into your workbook to 
other sources. For example, if you type a date and 
then right-click on the cell containing the date, the 
contextual menu contains an Additional Cell Actions 
option that enables you to open Outlook and schedule 
a meeting on that date or simply show that date on 
your Outlook calendar. 


Finally, you can use the Math AutoCorrect tab to 
create character substitutions the same way you create 
regular AutoCorrect entries. 
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Customizing the Excel Environment 


Change Proofing 


Options 


he options shown in the When correcting 

spelling in Microsoft Office programs section 

on the Proofing tab of the Excel Options 
dialog box control how Excel checks spelling. The 
two French options refer to French spelling. You can 
change any of the following options: 


e Ignore words in UPPERCASE controls 
whether Excel marks words entered in all 
uppercase letters, such as acronyms, as 
misspellings. 

e Ignore words that contain numbers 
controls whether Excel marks words containing 
numbers, such as A14, as misspellings. 


e Ignore Internet and file addresses 
controls whether Excel marks Internet and file 
addresses as misspellings. 


e Flag repeated words controls whether Excel 
marks repetitions of the same word — such as 
“very very” in the sentence “The tea was very 
very hot” — as misspellings. 


Change Proofing Options 


@ Click the File tab. 


Backstage view 
appears. won 


® Click Options. 








The Excel Options 
dialog box opens. 


‘e) Click Proofing. 


@ Change any options as 
appropriate. 


@ Click OK. 


Excel saves the 
changes. 
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Enforce accented uppercase in French 
determines whether Excel flags nonaccented 
uppercase characters as spelling errors. When 
the option is selected, Excel automatically 
accents words that begin with a capitalized 
character as appropriate, and the spelling 
checker flags nonaccented uppercase 
characters as appropriate. 


Suggest from main dictionary only 
controls whether Excel uses only the main 
dictionary while it checks spelling. 


Clicking the Custom Dictionaries button 
opens the Custom Dictionaries dialog box. In 
this dialog box, you can edit the custom 
dictionary, which stores misspellings that Excel 
would not otherwise recognize. You can also 
create new entries in the custom dictionary or 
create a new custom dictionary. 


Dictionary language controls the language 
Excel uses when it checks spelling. 
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Anyone can epen 


copy. ond change any pert of the workbook 





603 








Understanding 
Save Options 


ou can use the options on the Save tab to 
\ control how Excel behaves when saving 

workbooks. Under the Save workbooks 
heading, you can select a default file format for 
workbooks you save, and you can specify the folder 
where you want to save all your Excel workbooks. By 
default, the folder Excel uses to save your workbooks 
depends on your operating system. In Windows XP 
and earlier, Excel saves workbooks to C:\Documents 
and Settings \ Username\My Documents, where 
Username is the name of your account on the 
computer. In Windows Vista and Windows 7, Excel 
saves workbooks to C:\Users\ Username\ Documents, 
where Username is the name of your account on the 
computer. 





Also under the Save workbooks heading, you can 
control how Excel automatically recovers files. Using 
the AutoRecover feature, Excel automatically saves a 
copy of your workbook every ten minutes. You can 
control whether Excel makes AutoRecover copies and, 
if so, how often and where Excel saves them. You also 
can control whether Excel saves copies of workbooks 
you close without saving. Under the AutoRecover 
exceptions for heading, you can disable the 
AutoRecover feature for a specified workbook. 
Disabling any portion of the AutoRecover feature is 
not recommended; allowing Excel to save a copy of an 
open workbook every ten minutes does not interfere 
with your work nor does it cost you much in the way 
of disk space. 


The AutoRecover feature also provides several 
advantages. For example, if your computer crashes, 
the power goes out, or your workbook becomes 
corrupted, you can take advantage of the AutoRecover 
feature. The next time you open Excel, the 
AutoRecover pane appears, displaying the last copy of 
your workbook saved by the AutoRecover feature. This 
copy may contain information that you had not saved 
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before your work was interrupted. You can open and 
review the copy, and if you want, you can save the 
AutoRecover workbook either as a replacement for or 
in addition to the last copy you saved. 


In addition to saving a copy of your file, the 
AutoRecover feature also saves certain program state 
information. For example, if you have several 
workbooks open in Excel when a crash occurs, the 
AutoRecover feature remembers the workbooks that 
were open and where the cell pointer was positioned 
when the AutoRecover feature made the last copy. 
When you reopen Excel after the crash, Excel opens all 
the workbooks that were open at the time of the crash 
and positions the cell pointer at its last known 
location. 


The settings under the Offline editing options for 
document management server files heading apply to 
Excel users who use Excel Services — a part of 
SharePoint — to share workbook files. If you or your 
company uses Excel Services, you can change the 
location where Excel saves drafts of workbooks that 
you check out for editing. By default, Excel saves these 
drafts on your local hard drive in a folder called 
SharePoint Drafts in the Documents folder under 
Windows 7 and Windows Vista or the My Documents 
folder under Windows XP and earlier. The options 
under this heading enable you to save the drafts to 
the Web server that contains SharePoint; to make this 
change, you also need the path to the Web server. 


Finally, if you share Excel 2010 workbooks with users 
of Excel 97 to Excel 2003, you can use the Colors 
button to specify which color in an Excel 2010 
worksheet to preserve in formatted tables and other 
graphics when you save the workbook file by using 
the Excel 97-2003 file format. 
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Select Options for 


Saving Files 


ach time you open a new workbook, Excel 


applies a series of preferences to the 


workbook based on assumptions concerning 


the way you want Excel to behave in relation to 


saving workbooks. You can change those preferences 


as needed to support the way you work. 


All the options you can control in Excel appear in the 
Excel Options dialog box, where you find the options 
grouped based on similarity. This grouping approach 


helps you easily find the options you want to 


change. Tabs for the major groups of options appear 





Select Options for Saving Files 


@ Click the File tab. 


down the side of the Excel Options dialog box. 
Then, within each group, you find additional 
headings that group the options on that page. 


On the Save tab, you find four headings: Save 
workbooks, AutoRecover exceptions for, Offline 
editing options for document management server 
files, and Preserve visual appearance of the 
workbook. See the section “Understanding Save 
Options” for more on the choices under these 
headings. In most cases, you will not need to make 
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changes to the settings under these headings, but on 


occasion, you might want to make a change. 





Bonkt - Mcrosoft Exel s 3 
view 





Backstage view 
appears. 


@ Click Options. 





The Excel Options 
dialog box opens. 


@ Click Save. 


® Change any options as 
appropriate. 


® Click OK. 


Excel saves the 
changes. 
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Understanding 
Editing Options 


he options shown under the Editing options 

heading and the Cut, copy, and paste 

heading on the Advanced tab of the Excel 
Options dialog box control how Excel behaves in 


relation to editing. You can change any of the 
following options: 


e After pressing Enter, move selection 
controls whether Excel moves the cell pointer 
down, up, right, or left when you press Enter. 


e Automatically insert a decimal point 
controls whether Excel inserts a decimal point in 
numbers you type; if you enable this option, use 
the Places field to indicate where you want the 
decimal point inserted. You can use a positive 
number to move the decimal point to the left or 
a negative number to move the decimal point to 
the right. 


e Enable fill handle and cell drag-and-drop 
controls whether you can move and copy 
information by dragging as well as use the fill 
handle to copy information and fill adjacent cells 
with a series of information, such as consecutive 
dates. If you enable this option, you must also 
indicate whether you want Excel to alert you if 
dragging and dropping or using the fill handle 
will overwrite information in existing cells. 


¢ Allow editing directly in cells controls 
whether you can edit a cell by double-clicking 
the cell instead of editing the cell contents in the 
Formula Bar. 


e Extend data range formats and formulas 
controls whether Excel automatically formats 
new items you add to the end of a list to match 
the format of the rest of the list. If you enable 
this option, Excel also copies formulas that are 
repeated in every row. Excel extends formats 
and formulas only if they have appeared in at 
least three of the five rows that precede the 
new row. 
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Enable automatic percent entry controls 
whether Excel multiplies by 100 all the numbers 
less than 1 that you enter in cells that are 
formatted in the Percentage format. When you 
do not select this option, Excel multiplies all 
numbers that are formatted in the Percentage 
format, both less than and greater than 1. 


Enable AutoComplete for cell values 
controls whether Excel completes text entries 
that you start to type in a column of data when 
the first few letters match an existing entry in 
that column. 


Zoom on roll with IntelliMouse only applies 
if you use the Microsoft IntelliMouse. This option 
controls whether the wheel button zooms or 
scrolls on your worksheet or chart sheet. 


Alert the user when a potentially time 
consuming operation occurs controls 
whether Excel notifies you when an operation 
affects a large number of cells and may take a 
long time to process. If you select this option, 
you can specify the number of cells affected by 
an operation before Excel notifies you. 


Use system separators controls whether Excel 
uses the default Decimal and Thousands 
separators for your region. Click this option to 
select alternate separators. 


Show Paste Options button when content 
is pasted controls whether Excel displays the 
Paste Options buttons, which you can use to 
select special options when you paste 
information. 


Show Insert Options buttons controls 
whether Excel displays the Insert Options 
buttons, which you can use to select special 
options when you insert cells, rows, or columns. 


Cut, copy, and sort inserted objects with 
their parent cells controls whether Excel 
keeps graphic objects, buttons, text boxes, 
drawn objects, and pictures with their associated 
cells whenever you cut, copy, sort, or filter. 


Set Editing 
Options 


ach time you open a new workbook, Excel 

applies a series of preferences to the 

workbook based on assumptions concerning 
the way you want Excel to behave in relation to 


editing workbooks. You can change those 
preferences as needed to support the way you work. 


All the options you can control in Excel appear in the 
Excel Options dialog box, where you find the options 
grouped based on similarity. This grouping approach 
helps you easily find the options you want to 
change. Excel uses the tabs that appear down the 
side of the Excel Options dialog box to create the 


Set Editing Options 


@ Click the File tab. 


Backstage view 
appears. 


@ Click Options. 





The Excel Options 
dialog box opens. 


@ Click Advanced. 


@ Change any options as @__,: 


appropriate. 
® Click OK. 


Excel saves the 
changes. 





major groups for options. Then, within each group, 


Customizing the Excel Environment. 






you find additional headings that organize the 
options on that page. 


On the Advanced tab, you find two headings that 
relate specifically to editing: Editing options and Cut, 
copy, and paste. See the section “Understanding 


Editing Options” for more on the choices under 


these headings. In most cases, you will not need to 


make changes to the settings under these two 


headings, but on occasion, you might want to make 


a change. 
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Understanding Program 
Display Options 


he Advanced tab of the Excel Options dialog 
box contains the options you can set that 
control how Excel behaves when it displays 
various aspects of the program. These options affect 


particular workbook and worksheet, see the sections 
“Understanding Display Options for the Current 
Workbook and Worksheet” and “Set Display Options 
for the Current Workbook and Worksheet.” 


the overall appearance of Excel. To set options for a 


Option 


Show chart element 
names on hover 


Show data point values 


on hover 


Option 
Show this number of 
Recent Documents 


Ruler units 


Show all windows in 
the Taskbar 


Show formula bar 


Show function 
ScreenTips 


Disable hardware 
graphics acceleration 


For cells with 
comments, show 


Default direction 
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Chart Options 
Description 


Use this option to control whether Excel displays the name of a chart element when the mouse pointer 
hovers over the chart element. 


Use this option to control whether Excel displays the value of a data point when the mouse pointer 
hovers over the data point. 


Display Options 
Description 


Use this field to control the number of recently opened workbooks when you click the File tab. You can 
click any workbook that appears in the list to open it. You can specify any number of workbooks 
between O and 50. 


Use this drop-down list to control the units that appear on the ruler when you click | to view your 
workbook in Page Layout view. 


Use this option to control whether Excel displays each workbook you open as a button on the Windows 
taskbar. If you unclick this option, only one button appears on the Windows taskbar for Excel, even if 
you open multiple workbooks. To switch between open workbooks, use the View tab. 


Use this option to control whether Excel displays the Formula Bar above the columns of the worksheet. 
When you do not display the Formula Bar, you cannot see the stored contents of the selected cell; 
instead, you see the cell as formatted. 


This option works in conjunction with the Formula AutoComplete option. With Formula AutoComplete 
enabled, Excel suggests functions as you begin typing a function. Use this option to control whether 
Excel also displays brief descriptions of the functions that appear as you type a function. 


If you experience graphic display problems, you can enable this option to try to improve video quality. 


Use this option to control how Excel treats cells that contain comments. If you select the No comments or 
indicators option, Excel hides comments and comment indicators in cells that contain comments. If you 
select the Indicators only, and comments on hover option, Excel displays a small triangle in the 
upper-right corner of a cell containing a comment. If you hover the mouse pointer over the cell, Excel 
displays the comment. Finally, if you select the Comments and indicators option, Excel displays the 
comment and comment indicator, even if you do not hover the mouse pointer over the cell. 


Use this option to set the default direction based on the language you use. 





Set Program 


Display Options 


ach time you open a new workbook, Excel 

applies a series of preferences to the 

workbook based on assumptions concerning 
how Excel behaves in relation to displaying 
workbooks. You can change those preferences as 
needed to support the way you work. 


All the options you can control in Excel appear in the 
Excel Options dialog box, where you find the options 
grouped based on similarity. This grouping approach 
helps you easily find the options you want to 
change. Excel uses the tabs that appear down the 
side of the Excel Options dialog box to create the 


Set Program Display Options 


@ Click the File tab. 


Backstage view 
appears. 


@ Click Options. 





The Excel Options 
dialog box opens. 


@ Click Advanced. 


Note: You may need to @ _ 


scroll down to find Display 
options. 


@ Change any options as 
appropriate. 


® Click OK. 


Excel saves the 
changes. 





major groups for options. Then, within each group, 


Customizing the Excel Environment 
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you find additional headings that organize the 


options on that page. 


On the Advanced tab, you find one heading — 
Display — that relates specifically to the options 


you can set that control the overall Excel behavior 


when displaying information. See the section 


want to make a change. 


Hoorng 


“Understanding Program Display Options” for more 
on the choices under this heading. In most cases, 
you will not need to make changes to the settings 


under this heading, but on occasion, you might 
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Understanding Display Options 
for the Workbook / Worksheet 


n the Advanced tab of the Excel Options 
dialog box, you find the options you can set 
that control how Excel displays various 


aspects of a selected workbook and a selected 
worksheet. 


These options affect only the selected workbook or 
worksheet. To set display options for Excel in general, 
see the sections “Understanding Program Display 
Options” and “Set Program Display Options.” 


Under the Display options for this workbook heading, 
you can set the options listed below. Make sure that you 
first select the appropriate workbook in the drop-down 
list above the options: 


¢ Show horizontal scroll bar controls whether 
Excel displays the horizontal scroll bar that 
appears at the bottom of the worksheet. 

e Show vertical scroll bar controls whether 
Excel displays the vertical scroll bar on the right 
or left side of the worksheet depending on the 
language mode you use. 

¢ Show sheet tabs controls whether Excel 
displays worksheet tabs at the bottom of the 
window that you can use to switch worksheets. 

¢ Group dates in the AutofFilter menu 
controls whether in a column containing dates 
to which you apply AutoFilters Excel displays a 
hierarchical grouping of dates or a 
nonhierarchical list of dates on the AutoFilter 
menu. 

e For objects, show controls whether Excel 
displays or hides graphic objects in the 
workbook. If you select All, Excel displays all 
buttons, text boxes, drawn objects, and pictures 
in the workbook. If you select Nothing (hide 
objects), Excel hides all buttons, text boxes, 
drawn objects, and pictures. Excel does not print 
hidden objects. 
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Under the Display options for this worksheet heading, 
you can set the options listed below. First, make sure you 
select the appropriate worksheet in the drop-down list 
above the options: 


e Show row and column headers controls 
whether Excel displays column letters at the top 
of the worksheet and row numbers on the left 
(or right, depending on the language mode you 
select) side of the worksheet. 

¢ Show formulas in cells instead of their 
calculated results controls whether Excel 
displays the formulas in cells instead of the 
results of the formulas. If you want to see 
formulas temporarily, click the Formulas tab and 
then click the Show Formulas button. 

e Show sheet right-to-left controls the position 
of column A in the workbook. If you enable this 
option, column A appears at the right edge of 
the screen, with column B to the left of column 
A, and so on. This option is most useful when 
working in languages that read from right to left. 

¢ Show page breaks controls whether Excel 
displays page breaks that Excel automatically 
sets. 

e Show a zero in cells that have zero value 
controls whether Excel displays a O (zero) in cells 
that contain zero values. If you do not select this 
option, cells containing zero appear as if they 
were blank on the worksheet; to see their 
content, you must look in the Formula Bar. 

¢ Show outline symbols if an outline is 
applied controls whether Excel displays outline 
symbols when you outline a worksheet. 

e Show gridlines controls whether Excel displays 
cell gridlines in the worksheet. Displaying 
gridlines on-screen does not make Excel print 
gridlines. To print gridlines, click the Page 
Layout tab. In the Sheet Options group, click the 
Print option under Gridlines. 

e The Gridline color button allows you to select 
the color Excel displays on-screen for gridlines. 
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Set Display Options for the 
Workbook and Worksheet 


ach time you open a new workbook, Excel 

applies a series of preferences to the 

workbook based on assumptions concerning 
how Excel behaves in relation to displaying 
workbooks. You can change those preferences as 


needed to support the way you work. 


All the options you can control in Excel appear in the 
Excel Options dialog box, where you find the options 
grouped based on similarity. This grouping approach 
helps you easily find the options you want to 
change. Excel uses the tabs that appear down the 
side of the Excel Options dialog box to create the 


major groups for options. Then, within each group, 


you find additional headings that organize the 
options on that page. 


On the Advanced tab, you find the sections Display 
options for this workbook and Display options for 


this worksheet, which relate specifically to the 


options you can set that control how Excel behaves 
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when displaying information in the current workbook 
and worksheet. See the section “Understanding 
Display Options for the Current Workbook and 


Worksheet” for more on the choices under these 
headings. In most cases, you will not need to make 


changes to the settings under these headings, but on 
occasion, you might want to make a change. 


| Set Display Options for the Workbook and Worksheet 





@ Click the File tab. 





Backstage view 
appears. 


@ Click Options. 





The Excel Options 
dialog box opens. 


© Click Advanced. 


© Click OK. 


Excel saves the 
changes. 
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Understanding Advanced 
General Options 


n the Advanced tab of the Excel Options 
dialog box, you find the options you can set 
to control the general way that Excel behaves. 





Option 


Provide feedback with sound 


Provide feedback with animation 


Ignore other applications that use Dynamic 
Data Exchange (DDE) 
Ask to update automatic links 


Show add-in user interface errors 


Scale content for A4 or 8.5 x 11" paper 
sizes 


Show customer submitted Office.com 
content 


At startup, open alll files in 
Web options 


Enable multi-threaded processing 


Disable undo for large PivotTable refresh 
operations to reduce refresh time 


Create lists for use in sorts and fill 
sequences 
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Advanced General Options 
Description 


Use this option to control whether Excel plays sounds that are associated with 
Microsoft Office program events. You can change the sounds assigned to various 
events in the Control Panel. This setting controls sounds in all Office programs, not 
just Excel. 


Use this option to control whether Excel uses animation to display worksheet 
movement and changes when you insert or delete cells, rows, or columns. 
Animation might make video performance seem slow on some computers. 


Use this option to control whether Excel exchanges data with other applications that 
use DDE. 


Use this option to control whether Excel displays a message asking if you want to 
update linked items. 


Use this option to control whether Excel displays errors in the user interface of 
add-ins that you install and use. 


Use this option to control whether Excel automatically adjusts documents formatted 
for the standard paper size of another country or region so they print correctly on 
the standard paper size for your country or region. This option does not affect the 
formatting in your document. 


Office.com, sponsored by Microsoft, contains predesigned workbooks that you can 
use as templates. Enabling this option displays customer-submitted templates when 
you opt to start a new workbook. 


You can use this setting to specify the full path of a folder that contains workbooks 
you want Excel to open automatically when you start the program. 


Click this button to set options that control how Excel data looks and responds when 
the data is viewed in a Web browser. 


For computers containing dual processors, enabling this option utilizes both 
processors and has the potential to speed up calculations, particularly in large 
workbooks. 


Enabling this option speeds up PivotTable updating but also eliminates the 
possibility of undoing changes you make to a PivotTable. If you enable this option, 
you can specify the size of the PivotTable to which the option applies. 


Click this button to create lists Excel can use when sorting or filling cells; by default, 
Excel comes with two versions for the days of the week and for the months of the year. 


Set Advanced 


General Options 


ach time you open a new workbook, Excel 
applies a series of preferences to the 
workbook based on assumptions concerning 


how Excel behaves in general. You can change those 
preferences as needed to support the way you work. 


All the options you can control in Excel appear in the 
Excel Options dialog box, where you find the options 
grouped based on similarity. This grouping approach 
helps you easily find the options you want to 
change. Excel uses the tabs that appear down the 
side of the Excel Options dialog box to create the 


major groups for options. Then, within each group, 
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you find additional headings that organize the 
options on that page. 


On the Advanced tab, you find one heading — 
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General — that relates specifically to the options you 


can set that control how Excel generally behaves. 
See the section “Understanding Advanced General 


Options” for more on the choices under this 


heading. In most cases, you will not need to make 
changes to the settings under this heading, but on 


occasion, you might want to make a change. 





Set Advanced General Options 


@ Click the File tab. 





Backstage view 
appears. 


@ Click Options. 





The Excel Options 
dialog box opens. 


© Click Advanced. 


A) Change any options as ©, 


appropriate. 
@ Click OK. 


Excel saves the 
changes. 
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Set Web 
Options 


hen you save a workbook or worksheet as 
a Web page, you can control some of the 
options Excel uses when saving. For more 
on saving Excel files as Web pages, see Chapter 30. 





Although most of the time the Web options Excel has 
established will work fine for you, you may 
occasionally have reason to make changes. On the 
General tab, you can set two options relating to 
compatibility. The first option saves any additional 
externally referenced data needed to make formulas 
functional. The second option controls whether Excel 
loads pictures that were created in programs other 
than Excel from Web pages. 


Set Web Options 


@ Click the File tab. 





Backstage view appears. 


@& Click Options. 





The Excel Options dialog 
box opens. 


© Click Advanced. 
@ Click Web Options. 
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The Browser tab enables you to identify the browser 
you believe that most people viewing your page will 
use. In the Options section of this tab, you can choose 
to display graphic files by using the Portable Network 
Graphics (PNG) file format, which is a compressed 
bitmap. You can also enable or disable the use of 
Cascading Style Sheets (CSS) for font formats and 
Vector Markup Language (VML) to display graphics, 
which can speed up the downloading of Web pages. 
In addition, you can save new Web pages as single-file 
Web pages. 
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The General tab of the 
Web Options dialog 
box appears. 


& Change any options as 
appropriate. 


© Click the Browsers tab. 


Browser-related options 
appear. 


@ Change any options as 
appropriate. 


8) Click the Files tab. 
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Neb Options ty | ee 
General : | Browsers faite SP Enceding | Fonts 
Compatibility: 
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Target Browsers 





Why would I disable the 
compatibility option that 
saves external data that is 
needed to make formulas 
work? 


Ww This option applies only to 
interactive Web pages, 
which allow a user to 
make changes in a browser 
and have formulas 
update. The interactive 
Web page feature is no 
longer available in Excel 
2010, but the option is 
included to preserve 
backward-compatibility. 


If | choose not to save new 

Web pages as single-file 

Web pages, what happens? 

wv Single-file Web pages 
embed supporting content 
such as bullets, 
background textures, and 
graphics into the Web 
page. When you disable 
this option, Excel creates 
separate files for the 
supporting content instead 
of embedding the 
supporting content. With 
Excel files, single-file Web 
pages work better. 


How do I choose which 
browser to use on the 
Browsers tab? 


w Select the earliest version 
of the browser that you 
believe people might use; 
the choices are cumulative 
in the sense that users of 
later browsers can also 
view the content. 





When should | change the 
CSS or VML options? 


w You should change these 
options if your target 
browser does not support 


them. 


Set Web 
Options (continued) 


rom the Files tab, you can choose to store files 
KH containing supporting information, such as 

bullets and graphics, in the same folder as the 
Web page or in a separate folder. You can also choose 
to use long filenames if the Web server supports them. 
Long filenames do not follow the eight character/three 
character file-naming convention. You can choose 
whether to move or copy supporting files if you move 
a Web page. Finally, you can choose whether to view 
a message if an Office program is not the default 
editor when you save a Web page. 





rans Options ee i 





Excel displays settings 
related to file 
management. 


Q Change any options as 
appropriate. 


@ Click the Pictures tab. 


Excel displays 
image-related settings. 


@ Change any options as 
appropriate. 


® Click the Encoding tab. 


616 





On the Pictures tab, you can set the screen size and 
pixels per inch of the target monitor that you expect 
viewers of the Web page to use. 


On the Encoding tab, you can select the encoding for 
a Web page when Excel displays the wrong characters 
upon opening the Web page in a browser. You can 
also select the encoding language in which you want 
to save a Web page or you can choose to use the 
default encoding language on your computer. 


On the Fonts tab, you can select the character set, 
font, and font size that the Web page should use. 


Web Options 


=O 


"Web Options alee) 
poole atte Pres! Leanna teen Oe 
Target monitor 

1] 


Excel displays the 
Web-encoding options. 


@® Change any options as 
appropriate. 


@ Click the Fonts tab. 


Excel displays the 
current font settings. 


@ Change any options as 
appropriate. 


© Click OK to close the 
Web Options dialog 
box. 


@ Click OK to close the 
Excel Options dialog 
box. 


Excel saves the 
changes. 
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| What happens if, on the 
Files tab, I choose not to 
update links? 








What factors should | 
consider when setting 


i 
@ . ances | 


On 


How do I decide which 
encoding language to use 
when I need to reload the 


w When you do not update 


links and you move or 
copy a Web page, Excel 
also moves or copies the 
support files. If you choose 
to update links, Excel does 
not move the support files 
but instead updates 
relative links on the Web 
page to maintain the links. 


options on the Pictures 
tab? 
w The video resolution used to WwW 
view the text and graphics 
can affect the way that text 
and graphics wrap. The 
screen size you select for 
the target monitor can 
affect the size and layout 
of images in a workbook. 
The pixels-per-inch setting 
you select affects the size 
of graphics relative to the 
size of text on the screen. 


document? 


If Excel displays the wrong 
characters when you open 
a Web page, try each 
encoding until you can 
read the text. Unicode 
encoding supports all 
characters in all languages 
and is readable on at least 
Microsoft Internet Explorer 
4 and at least Netscape 
Navigator 4. You can also 
choose a font from the 
Fonts tab. 
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Enable Excel 
Add-Ins 


xcel comes with — but does not automatically 
enable — some add-ins that expand Excel’s 
functionality and can help you while using 
Excel. You can enable these Excel Add-Ins: 





e The Analysis ToolPak supports statistical and 
engineering tools and adds worksheet functions; 
when you enable this add-in, it appears on the 
Data tab. 


e The Analysis ToolPak - VBA provides VBA 
functions for the Analysis ToolPak. When 





Enable Excel Add-Ins 


@ Click the File tab. 








enabled, these functions are not visible in Excel 
but are available in Microsoft Visual Basic. 


e The Euro Currency Tools help you convert and 
format euro currency. When enabled, these tools 
appear on the Formulas tab. 


e The Solver add-in helps you use several 
methods to solve equations and optimize values. 
When enabled, this add-in appears on the 
Formulas tab. 


Developers can also create their own add-ins. 
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@ Currently enabled add-ins 
appear here. 


@ Inactive add-ins appear 
here. 


@) Click here ()) to choose 
Excel Add-Ins. 


@ Click Go. 
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The Add-Ins dialog box 


© Click each add-in that 
you want to enable 
“| changes to [M)]). 


Note: This example enables 
the Analysis ToolPak. 


@ Click OK. 


Excel enables the 


© Click the Formulas tab 
or the Data tab. dee Baral sy 


Buttons for add-ins 
appear at the right 
edge of the Ribbon. 
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Why would I want to 
create an add-in? 


w Most users do not need to 


create add-ins; the ones 
that come with Excel or 
are available from 
third-party vendors are 
sufficient for most users. 
However, if you need to 
develop a workbook for 
others that contains 
macros, you might want to 
create an add-in. By 
creating an add-in, you 
can keep your macros 
hidden from users and 
avoid someone modifying 
your macro code in such a 
way that it no longer 
works. 
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How do I create an add-in? 
w After you create the 


application in Excel and 
make sure that it works 
properly, save the file as an 
add-in by clicking the File 
tab and then clicking Save 
As. In the Save As dialog 
box, provide a filename, 
open the Save As Type 
drop-down list, and then 
click Excel Add-In (*.xlam). 
Excel saves the file to the 
default folder for add-ins. 
Close the workbook 
containing the add-in and 
then enable the add-in by 
using the steps in this 
section. 
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How do | disable an add-in? 
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Follow the steps in this 
section; in step 6, click the 
add-in you want to disable 
((i¥] changes to |L]). When 
you click OK, Excel disables 
the add-in, and it no 
longer appears on the 
Ribbon. Disabling an 
add-in is not really 
necessary; you can allow 
the commands to remain 
on the Ribbon without 
experiencing any 
performance degradation 
from Excel. 
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Control Security 
with the Trust Center 
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sing tabs in the Trust Center, you can 

control a variety of security and privacy 

settings. On the Trusted Publishers tab, you 
can view developers that you have set up as trusted 
publishers of worksheets containing macros. On the 
Trusted Locations tab, you can view the current set of 
trusted locations and add, change, or delete a trusted 
location. You can enable or disable the Trusted 
Documents feature from the Trusted Documents tab; 
see Chapter 27 for more on trusted documents. 


Using the options on the Add-ins tab, you can have 
the Trust Center check for a digital signature for the 
add-in and notify you when it does not load add-ins 
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@ Click the File tab. 


Backstage view appears. a 
@ Click Options. ni Sil 


Hoecere 





The Excel Options dialog 
box opens. 


© Click Trust Center. 


® Click Trust Center 
Settings. 





from publishers you have not trusted. If you have the 
Trust Center check for digital signatures, you can 
disable unsigned add-ins silently. You can also disable 
all add-ins. 


You can use the options on the ActiveX Settings tab to 
help secure your computer from unsafe ActiveX 
controls. You can choose to disable or enable all 
ActiveX controls or you can have Excel prompt you 
before enabling ActiveX controls and place additional 
restrictions on Unsafe for Initialization (UFI) Activex 
controls. UFI controls are ActiveX controls that have 
not been marked by the developer as safe for 
initialization. 
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The Trust Center dialog 
box opens. 


® Click Add-Ins. 


© Change options as 
appropriate. 


@ Click ActiveX Settings. 


The ActiveX Settings 
options appear. 


© Change the options as 
appropriate. 


© Click Macro Settings. 


: What does the Safe Mode 
option on the ActiveX 
Settings tab do? 


w Developers can mark 


ActiveX controls as Safe 
for Initialization (SFI). 
Unmarked ActiveX 
controls are referred to as 
Unsafe for Initialization 
(UFI) controls. By default, 
if you open Excel in Safe 
mode — a diagnostic 
environment — ActiveX 
controls do not run. If you 
select the Safe mode 
option, you enable SFI 
ActiveX controls when you 
run Excel in Safe mode. 
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How do | establish a 
trusted publisher? 


w When you open a 


workbook that contains a 
macro, ActiveX control, or 
add-in, Excel disables the 
code, and the Trust Center 
checks for a valid, current 
digital signature from a 
reputable source. Click the 
Options button in the 
Message Bar to enable the 
content or leave it disabled. 
If the digital signature is 
valid, you can also choose 
to trust the publisher. 
When you trust a publisher, 
you trust all software from 
that publisher. 
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How do I use the Trusted 
Locations tab? 


Vv 


As an alternative to 
trusting all software from a 
publisher, you can store 
workbooks containing 
macros, ActiveX controls, 
or add-ins that you trust in 
a folder you identify as a 
trusted location. You use 
the Trusted Locations tab 
to managed trusted 
folders. See Chapter 27 for 
more on creating a new 
trusted location. 
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Control Security with 
the Trust Center (continued) 


y default, Excel disables macros in workbooks 
you open and gives you the option of 
enabling them. On the Macro Settings tab, 





B 


you can change this behavior. 


By default, Excel opens potentially dangerous files, 
such as files from the Internet and Outlook 
attachments, in Protected View to minimize their 
harmful effects. It is not recommended that you 
change these settings. On the Message Bar tab, you 
can disable the Message Bar, where file security 
messages appear. 


By default, if you open a workbook that attempts to 
connect to an external data source by using either a 
data connection or a hyperlink, Excel prompts you to 
enable the content. From the External Content tab, 
you can opt to enable or disable all external content 
without notification. From the File Block Settings tab, 
you can identify types of files that you want Excel to 
open in Protected View. You also can identify file types 
you do not want Excel to save. 


You can use the options on the Privacy Options tab to 
control the information and files downloaded from or 
sent to Microsoft and help you protect your privacy 
when you share files with other people. 
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The Macro Settings 
options appear. 


@ Change options as 
appropriate. 


@ Click Protected View. 


The Protected View 
options page appears. 


® Change options as 
appropriate (|M| changes 
to [f). 


13) Click File Block Settings. 
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The File Block Settings 
options appear. 


@ Make changes as appropriate 
((L]] changes to |v] or 


changes to [L]]). 


@ Make changes as appropriate 
to Excel’s behavior when 
opening file types selected by 
default or in step 14. 


© Click Privacy Options. 


The Privacy options appear. 


@ Change options as 
appropriate. 


@ Click OK in the Trust Center 
and Excel Options dialog 
boxes. 


Excel saves the settings. 
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What does the Trust access 
to the VBA project object 
model option on the 
Macro Settings tab do? 


Ww This setting is used by 
developers to allow or 
deny programmatic access 
to the VBA object model 
from any automation 
client; by default, access is 
denied. If you enable this 
security option, 
unauthorized programs 
have a harder time 
building harmful code that 
replicates itself. 


On the Privacy Options 
tab, is there an advantage 
to selecting the Download 
a file periodically that 
helps determine system 
problems option? 


w If your computer crashes 
or becomes unstable, this 
option allows Office 
Online to download a file 
that runs the Microsoft 
Office Diagnostics tool 
automatically; this tool 
can help diagnose and 
repair the problem. 


What does the Document 
Inspector button on the 
Privacy Options tab do? 


w You can click this button 
to inspect the current 
workbook for a variety of 
information that you 
might not want to share 
with others. If Excel finds 
information such as 
comments or hidden 
rows, columns, or 
worksheets, Excel alerts 
you and provides the 
opportunity to remove the 
information. For more on 
using the Document 
Inspector, see Chapter 29. 
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What columns of data do you want to include in your query? 
Available tables and colurnns: 
FE] Cable Sales 


Amount 
Acct Tyne 
Opened By 
Branch 
Customer 


Coluring in your query: 


Preview of data in selected column: 


By Preview Now | Options... | 
‘Quer Wilizar me ce 


weostoare tELoeltoar liata 
wedi - File? Data | 


Filter the data to specity which rows to include in your query, 
IF pou don't want to filter the data, click Next. 


Column to filter: Only include rows where: 
Date 


lis greater than or equal tc_+ | 2010-12-04 OO: 


@ And © Or 


lis less than orequalto 2010-12-07 O00 


And Or 


=| 


C And € Or 


<Back 





Specity how vou want pour data sored. 
IF pou dant want to sort the data, click Next. 


Ascending 
( Descending 
GA 
cL 


scending 
lescending 


What would you like to do next? 


@® Return Data to Microsoft Excel 


. View data or edit query in Microsoft Query 





Inspect a Workbook 


Before Sharing 


efore you distribute a workbook you intend to 
share, you can use the Document Inspector to 
help you identify and remove content you 
might not want to share. Your workbook can contain 
hidden information that might not be readily visible 
when you open the workbook, but because the 
information is stored in the workbook, anyone viewing 
the workbook might be able to view or retrieve the 
information. 





The Document Inspector searches your workbook for a 
variety of information, including comments and 
annotations, personal information, information or 
metadata stored with the workbook’s properties, and 
document server properties. The Document Inspector 


. Inspect a Workbook Before Sharing 


@ Click the File tab. 





also looks for header and footer information; hidden 
rows, columns, and worksheets; invisible objects; and 
custom XML data. 


If the Document Inspector finds any of this 
information, it notifies you and offers you the 
opportunity to remove the information. Typically, you 
cannot undo the action of removing the information, 
so before you run the Document Inspector, you 
should save your workbook. After you run the 
Document Inspector and remove information, you 
might also want to save your workbook with a 
different name so you can reopen the original to 
access the information you removed. 
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The Document Inspector 
dialog box opens. 


© Click any elements for which 
you do not want the 
Document Inspector to 


search (|i¥] changes to |-]]). 
@& Click Inspect. 


A second Document 
Inspector dialog box opens, 
displaying a progress bar as 
Excel inspects the workbook. 


When Excel finishes 
inspecting the workbook, 
the results of the inspection 
appear. 


@ You can click Remove All to 
remove all the elements 
Excel found in a particular 
category. 


@ If you remove content, you 
can click Reinspect to 
inspect the workbook again. 


© Click Close. 
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Why is it necessary to save 
the workbook before Excel 
inspects it? 

Ww In most cases, you cannot 
undo the removal of 
elements, so the only way 
to recover the elements is 
to save the workbook 
before you remove them 
and then save the 
workbook with a new 
name after you remove 
them. The elements still 
exist in the original 
workbook but not in the 
new version. 


What kind of personal 
information does the 
Document Inspector search 
for and remove? 


WwW Personal information can 
include e-mail headers, 
scenario comments, 
comments for tables and 
named ranges, printer path 
information, the file path 
information for publishing 
Web pages, routing slips 
and send-for-review 
information, and inactive 
external data connections. 


Besides removing the 
information from the 
workbook, are there other 
possible ramifications? 


w Yes. Exercise care when 
you remove hidden rows, 
columns, or worksheets. 
You might affect 
calculations in a workbook 
if you remove hidden rows, 
columns, or worksheets 
because those hidden 
rows, columns, or 
worksheets might be 
referenced by formulas in 
visible rows, columns, and 
worksheets in the 
workbook. 
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Assign a Password 


to a Workbook 


ssigning a password to a workbook is one 

technique you can use to secure the 

workbook. You can actually assign two 
passwords to a workbook — one password to open 
the workbook and another password to modify the 
workbook — and you can use the same or different 
passwords. 


If you assign a password to open the workbook, Excel 
encrypts the workbook with AES 128-bit advanced 
encryption and prompts users who try to open the 
workbook to supply the password. If you assign a 
password to modify a workbook, Excel prompts users 


Assign a Password to a Workbook > 








when they open the workbook for a password to save 
changes they subsequently make to the workbook. 
The password to modify a workbook is intended to 
help you control who makes changes to the 
workbook; it does not provide any other kind of 
security. You can also set up the workbook without 
assigning a password but have Excel prompt the user 
to open the workbook as a read-only file to avoid 
accidentally making changes. 


It is very important to remember the password you 
assign. If you forget it, Microsoft cannot retrieve it. 
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The Save As dialog box 
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The General Options 
dialog box opens. 


&) Click here to type a 
password to control 
who can open the 
workbook. 


© Click here to type a 
password to control 


X) Save As 
who can save changes 
to the workbook SEMIS is becmet wean Search MV Excel 2010 
@ You can click the Organien :vicmonblewfelcet =&+y @ 
Read-only (] Microsoft xcet > Documents library OR en 
recommended check MV Excel 2010 
1 F rit = * 
box (oO changes to aa o “ih 7 Name Date modified Type £ 
[MV ) to prompt a user to caklup 
open the workbook in % Downloads js web page files 2/16/2010 12:10 PM File folder 
P Ei] Recent Places &}) 0101-table.xisx 6/21/2007 1:15PM _— Microsoft Excel W 


read-only mode. 


: o@ libraries 

@ Click OK. =| Documents 
@) Music 

@ Retype each password. a Pict 


© Click OK to reopen the 
Save As dialog box. 


@ Click here to type a 
name for the workbook. 


@ Click Save. 
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[| Always create backup 
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How do Il remove a 


password if I do not want 
to password-protect the 
workbook anymore? 


w Repeat the steps in this 
section, but in steps 5 and 


6, remove the symbols that 


represent the password in 
the General Options dialog 
box. Once you click OK 
and save the workbook, 
Excel no longer prompts 
you for a password when 
you open the workbook. 


How often do I need to 
complete the steps in this 
section? 


w You only need to perform 
these steps once to 
password-protect a 
workbook. The password 
information is stored with 
the workbook until you 
remove the information. 
You do not need to create 
the password each time 
you save the workbook 
unless you want to change 
the password. 


Are there any restrictions 
or recommendations for 
the password? 


w A password can be 
anything you want, but it 
cannot exceed 15 
characters. To make 
password protection 
effective, use a 
combination of uppercase 
and lowercase letters, 
numbers, and symbols, 
making sure, of course, 
that you can remember 
the password. 
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Encrypt a 
Workbook 


nother security technique you can use is to 

encrypt a workbook. When you encrypt a 

workbook, you require a password to open 
the workbook. The Encrypt feature uses Advanced 
Encryption Standard (AES) 128-bit advanced 
encryption to make your workbook more secure. You 
can assign a password of up to 255 characters, 
including spaces. You should use a combination of 
uppercase and lowercase letters, numbers, symbols 
such as ! or #, and spaces for your password. Also, 
make sure that you remember your password because 
Microsoft cannot retrieve it for you if you forget it. 


When you encrypt a workbook, Excel prompts you for 
a password. After you supply the password, Excel 


prompts you to confirm the password by re-entering it. 


Encrypt a Workbook \ 





When someone attempts to open the workbook, he or 
she must supply the password. Any user who can 
open the workbook can save changes to it. 






Can I change the password? 


w Yes. Open the workbook by supplying 
the original password. Then, complete 
the steps in this section, replacing the 
existing password with the new 
password you want to use. 


@ Click the File tab. 
@& Click Info. 
© Click Protect Workbook. 


A) Click Encrypt with 
Password. 


The Encrypt Document 
dialog box opens. 


© Type a password. 
© Click OK. 


Excel prompts you to 
confirm the password. 


& Retype the password. 
@ Click OK. 


Excel saves the encryption 
information with the 
workbook. 
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Protect 
Workbooks 


In addition to supplying passwords to open or 
modify a workbook, as described in the sections 
“Assign a Password to a Workbook” and “Encrypt a 
Workbook,” you can protect a workbook’s structure 
and window positioning. When you protect a 
workbook’s structure, you cannot add or delete a 
worksheet, hide or unhide a worksheet, or rename or 
move a worksheet to a different position in the 
workbook. When you protect windows, Excel 
maintains the size and position of workbook 
windows at the time you apply protection. 


a Protect Workbooks . 


@ Click the File tab. 





Using Workbooks in a Multiuser Environment. 









When you apply workbook protection, you can 
supply a password; Excel then prompts you for the 
password before permitting changes to the 
workbook’s structure or window sizes and positions. 
Although you do not need to set up workbook 
protection and simultaneously require a password, if 
you do not require a password, anyone who can 
open the workbook can also remove your structure 
protection and then change the workbook’s structure 
and window sizes and positions. 
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selected. 


Adi a Dei hel Giriadeine 


@ You can click the 
Windows check box 
({-]) changes to [iv|) to 
protect workbook 
window sizes and 
positions. 





You can type a 
password here. 


© Click OK. 


If you typed a 
password, Excel 
prompts you to retype 
it to confirm it and 
then you can click OK. 


Sbiltty to édn, copy. or print 


Rerhict Peamiscion by People 


* removing thelr 


Last Modified By = Eione/, Marmel 


Related Documents 


Eriure the inbeyrityeof the workbook by 
adding an invisible digital aigrevture 


‘Open tile Locihoan 


hie Al Properties 





631 


ayo) Cg VAS 


ae 
a 
ad 
ar 
= 








Protect 





a Worksheet 


sing the Protect Worksheet feature, you can Because it is hard to imagine having any use for a 
allow users to change only the cells in a worksheet that you cannot change, you identify cells 
worksheet that you specify. For example, that you want to allow users to change, and you 
you can use this feature to disable changes to cells format those cells as unlocked instead of locked. Many 
that contain formulas to prevent users from people unlock cells that serve as variables on a 
accidentally deleting or changing them. worksheet that users need to change but leave cells 
When you work in an unprotected worksheet, you can containing formulas locked. 
make any changes you want. Excel formats each cell After you protect the worksheet, users can make 
in the worksheet as a locked cell, but this formatting changes to all unprotected cells, but they cannot 
has no effect until you protect your worksheet. Once make any changes to the locked cells — the ones that 
you protect your worksheet, all locked cells are contain formulas. 


protected from changes; you cannot delete or change 
the content or the formatting of a locked cell in a 


protected worksheet. 





Protect a Worksheet * 


Designate Cells for 

Editing 

a Select cells you do not 
want protected. 

® Click the Home tab. 

@ Click Format. 

® Click Format Cells. 


The Format Cells dialog 
box opens. 


© Click the Protection tab. 


© Click the Locked check 
box (|¥] changes to |). 


@ Click OK. 


Excel designates the 
selected cells as unlocked. 


ey 
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Protect the Sheet 





Home 


@ Click the Review tab. 
@ Click Protect Sheet. 


rooting 
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A 


Z 
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ll Amount 


The Protect Sheet 
dialog box opens. 


1? Impressions 
13 Audience 
yaa | 





@ Type a password to 
unprotect the sheet. 


® Click these check boxes 
to identify actions that 
all users can take after 
protection is enabled 


(/_]] changes to |i¥/|). 
® Click OK. 


Excel enables 
worksheet protection. 
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I selected the Insert rows 
option to disable inserting 
rows, but after | protected 
the worksheet, | could still 
insert a row. What did I do 
wrong? 


‘w When you select an option 
in the Protect Sheet dialog 


I assigned a password when 
| protected the worksheet, 
and I saved and closed the 
workbook. When I opened 
the workbook, | was not 
prompted for the 
password. What did I do 
wrong? 


box, you are identifying the ‘Ww Nothing. When you assign 


actions you want to allow, 
not the actions you want 
to disable. To disable 
inserting rows, you need to 
remove the check mark 
from the Insert rows option 


((iM] changes to [L1). 


a password while 
protecting a worksheet, 
Excel stores the password 
and prompts for it only 
when you try to unprotect 
the worksheet. To be 
prompted for a password 
when opening a workbook, 
see the sections “Assign a 
Password to a Workbook” 
or “Encrypt a Workbook.” 


How do I remove 
worksheet protection? 


w Click the Review tab and 
then click Unprotect Sheet. 
If you supplied a password 
when you protected the 
worksheet, enter that 
password and then click OK. 


What does the Hidden box 

on the Protection tab of 

the Format Cells dialog box 

do? 

wv If you enable this option 
for a cell, Excel does not 
display that cell’s content 
in the Formula Bar when 
you select the cell. 
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Protect 





a Worksheet (continued) 


hen you protect a worksheet, you use the 
Protect Sheet dialog box to identify the 
actions you want to permit any user who 
opens the workbook to take. You can also assign a 
password when you protect the worksheet. The 
password is optional and does not control the actions 
that users can take; instead, it controls who has the 
ability to unprotect the worksheet. So, you can protect 
a worksheet without supplying a password, and Excel 
will not permit changes to locked cells. However, if a 
user understands worksheet protection, that user can 
simply remove the protection and then make changes 
to locked cells. To prevent this, you can supply a 





Protect a Worksheet (continued) : 








Confirm 






The Confirm Password 


dialog box opens. cael 


6 Retype the password. 


Reenter password to proteed, 


password when you protect a worksheet so only those 
users who know the password can remove the 
protection. 


When you protect a worksheet and accept Excel’s 
default suggestions to permit only selecting of locked 
and unlocked cells, users can select any cell on the 
worksheet and type new values or copy and paste 
values into unlocked cells, but most other Excel 
functions are unavailable. For more on the various 
actions you can enable or disable by using worksheet 
protection, see the section “Worksheet Actions You 
Can Protect.” 
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Worksheet Actions 
You Can Protect 


ou can protect a worksheet for a variety of 

reasons. Many people protect only certain 

cells within a worksheet so no one can 
change the content of those cells; those cells often 


contain formulas that the worksheet builder wants to 
protect from an accidental change or deletion. 


When you protect a worksheet, you can choose to 
enable a variety of Excel features that are available 
even though the worksheet is protected. These 
features are described in the table. 





Features You Can Enable in a Protected Worksheet 


Feature 


Select locked cells 


Select unlocked cells 


Format cells 


Format columns 


Format rows 


Insert columns 
Insert rows 


Insert hyperlinks 


Delete columns 
Delete rows 


Sort 


Use AutoFilter 


Use PivotTable reports 


Edit objects 


Edit scenarios 


What Happens When You Select This Option 


Enabled by default, this option allows users to select a locked cell by using either 
the mouse or the keyboard. 


Enabled by default, this option allows users to select an unlocked cell by using 
either the mouse or the keyboard. If you enable this option, pressing Tab on a 
protected worksheet moves the cell pointer to the next unlocked cell, making 
data entry much easier. 








Click this check box (|L]| changes to []) to allow users to apply formatting to 
locked or unlocked cells. 


Click this check box ([L changes to V]) to allow users to hide columns or change 
column widths. 

















Click this check box ({L]| changes to []) to allow users to hide rows or change 
row heights. 


Click this check box (|L]| changes to |v. 
Click this check box (||| changes to |v. 


Click this check box (|L]| changes to [l]) to allow users to insert hyperlinks in 
locked or unlocked cells. 


Click this check box (|L]| changes to [l¥]) to allow users to delete columns. 
Click this check box (|L]| changes to |v. 


|) to allow users to delete rows. 
Click this check box (| changes to |v 
does not contain locked cells. 


Click this check box (|| changes to ||) to allow users to use existing AutoFiltering. 


Click this check box ({L]| changes to |v 
PivotTables or create new PivotTables. 


Click this check box (|L]| changes to ||) to allow users to make changes to 
objects and charts as well as insert or delete comments. 


Click this check box (|L]]| changes to [M1 






















































































) to allow users to sort data in a range that 
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) to allow users to change the layout of 




















) to allow users to use scenarios. 
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a Signature Line 





ou can add a signature line to a workbook file A signature line is a graphic object that you insert in 

that you intend to share. By adding a the workbook; the signature line can contain your 

signature line to the workbook, you assure the name, the date you signed the workbook, and your 
recipient that the workbook comes from you and that title. If you use a Tablet PC or have a graphic image of 


you have reviewed and approved its content. Adding a your signature stored on your computer’s hard drive, 
signature also marks the workbook as final, making the you can also include it so your signature looks like 
workbook read-only and discouraging the recipient your handwriting. You also have the option to add 
comments to the signature. 


from making changes to it. 


Add a Signature Line 


@ Click the cell that you 
want to display the 
signature. 


® Click the Insert tab. 
© Click Signature Line. 


A dialog box opens, 
explaining that Microsoft 
does not warrant the legal 
enforceability of the 
signature. 


@ Click OK. 


The Signature Setup 
dialog box opens. 


& Click here to type your name. 


© Click here to type your title. 


OA Click here to type your 
e-mail address. 


8) Click the Allow the signer 
to add comments in the 
Sign dialog check box 
(L] changes to [M]) to be 
able to add a comment. 


@ To exclude the date from the 
signature, you can click the 
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Suggested saner (For example, John Doe) 
Lesaver Musreneel 
Suggested srrer’s thle (for excarcle, Manager): 
resitere 
Suggested siguer’s e-maé address: 
netardpooy net 


[structions to the signer: 


Defore aqning the document, venfy that the content you 

oe shen correct, 

7) |Alore Ute sagner to eckd correments in hee Sign diskoy| 
qe...) Show sign dive in dgnture ine 


Carnet | 








Show sign date in signatures line 


check box ({lM] changes to [L). 


© Click OK. 
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@ The signature graphic A 


A c | n F 


object appears in the 1 Minimizing Advertising Costs 
cell you selected in a = 
3 Media Requirement: 
step 1 4 TV Radio Mail Newspaper 
; 5 Audience Size 75,UUU 4U,UUU 20,000 35,UUU 
@® Double-click the 6 Costfimpression SSUU Sys S1SU S1uu 
graphic object. 7 Man Impressions 1U 15 4 ZU 
9 
The message from 4 | Investments 
Microsoft not 10 TV Radio Mail Newspaper 
t . the | 11 Amount 50 SO 50 50 
guaran aul e€ ega 12 Impressions 0 0 O 0 
enforceability of the 13 Audience 0 0 0 0 
signature, appears. A4) 
@ Click OK. Ea 


The Get a Digital ID 
dialog box opens if you 
have not previously 
created a digital ID. 


® Click the Create your 
own digital ID radio 
button (© changes 


to @). 
® Click OK. 





Tn order bo sign a Microsott Ottiee document, you need a 
ting al Th, vom ave beer cgpbiones For apedlingy a cling al 1: 


©) ibet a digital 1D from a Microsoft partner 


TF you use 6 digkel ID From 4 Microsoft partner, other people 
will be able to verry the authenticky of your signature. 


0) Creabe your own digital ID 

Te yim create: your amen lige al 10, cl loer pesca: wail coil Lore valle 
bo venry the authentiaty of your cignature, You vall be able 
bon eri thee aul lend y of ptr Sipomes, Lo cnidy ci bis 
computer, 


Lear more about digital 
IDs in Office... OK 


| (ee 
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Elaine Plarmel 
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What are the security 
limitations associated with 
creating my own digital 
signature? 


w When you create and use 
your own digital signature, 
it cannot be authenticated 
on any computer other 
than the one where you 
created it because the 
digital certificate is stored 
on that computer. So, if 
you sign a workbook with 
a digital certificate that you 
created, those with whom 
you share the workbook 
cannot verify the 
authenticity of your digital 
signature. 


What happens if | click the 
Signature Services from the 
Office Marketplace button? 


w A Web browser opens to 
the Digital Signing page of 
the Microsoft Office 
Marketplace Web site. On 
this page, you see links to 
Microsoft partners who can 
provide you with a digital 
certificate, typically for a 
fee. Some of the vendors 
also offer a free trial that 
you can download. 


How can I create a graphic 

image of my signature? 

‘w You need a computer that 
has a scanner attached and 
scanning software. If you 
do not have the equipment 
and software, consider 
visiting one of the many 
public stores that provide 
printing, copying, and 
binding services. Sign your 
name on a blank piece of 
paper, scan the page, and 
save the scanned image as 
a picture file format, such 
as JPEG or BMP. 
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Add a Signature 


Line (continued) 


digital ID, also called a digital certificate, is 

used to authenticate digitally signed 

workbooks. A signature like the one you 
create in this section stores a private key — a form of 
code — in your workbook. The digital certificate stores 
the public key used in conjunction with the private key 
to perform the authentication. Digital certificates have 
expiration dates, so in addition to having a digital 
certificate, it must be valid. 


If you want those people with whom you share your 
workbook to be able to authenticate your signature 
line, you can purchase a digital certificate or obtain a 
free digital certificate; you can find certificate 
authorities by searching the Internet or you can 


er Senne. Line (continued) 





The Create a Digital ID dialog box 
opens. 


@ Click here to type your name. 
@ Click here to type your e-mail address. 


© Click here to type your organization 
name. 


® Click here to type your geographic 
location. 


@® Click Create. 
The Sign dialog box opens. 
Excel creates the digital ID. 
© Click here to type your name. 


If you have a graphic image of your 
signature, browse to select it. 


a) Click here to type a reason for signing 
the workbook. 


Note: This field is available only if you 
performed step 8. 


@) Click Sign. 
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purchase a digital certificate from a Microsoft partner. 
If you choose to purchase a digital signature from a 
Microsoft partner when prompted, your browser 
opens to the Microsoft Office Marketplace Web page 
so you can select a vendor. 


When you sign a workbook, a disclaimer message 
appears as you create the signature. This message 
from Microsoft explains that although the signature 
helps to verify a workbook’s integrity, laws vary from 
jurisdiction to jurisdiction, and Microsoft cannot 
guarantee that the signature can be legally enforced. 
When you add the digital signature, Excel displays the 
Message Bar to alert you that the workbook is marked 
as final. 


Enter the information to be included in your digital ID. 
Name: Src aD si 
E-mail address: ‘emarmel@cox.net =—=8 | 


‘Marmel Enterpreises, LLC = 8 ! 


Phoenix, 42| 


Organization: 


Location: 


Sign 


@ See additional information about what you are signing... 















































Before signing this document, verify that the content you are signing is correct, 





Type your game below, or click Select Image to select 4 picture to use as your 
signature: 

















{ ek iM Af. ae }; 
x (Vo. WY ter f. ilie «_@ 


Elaine Marmel 
President 
| Signed by: Elaine Marmel 






































Purpose For signing this document: 


‘Demonstrating signing a workbook | 




















Signing as: Elaine Marmel 








| Cancel | 


The Signature 
Confirmation dialog 
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Is there more validity to a signature if 
| purchase a digital certificate than 
if | create my own? 


In general, yes, but from a legal perspective, 
the answer is maybe. Because a certificate 
you create yourself cannot be authenticated 
on any computer except for the one on 
which it was created, it probably will not 
bear much legal weight. For a certificate 
you purchase, you should discuss the legal 
validity with the certificate authority and 
read the documentation provided by the 
certificate authority to determine whether it 
is selling you a digital certificate that it 
believes can be enforced legally. 


Can I remove a digital signature from 
a workbook? 


w Yes. Right-click on the signature graphic 
and then click Remove Signature. A warning 
appears to alert you that you cannot undo 
this action. Click Yes to proceed. Another 
message appears to tell you that the 
signature has been removed and your 
workbook has been saved; the workbook is 
also no longer a read-only document. The 
graphic containing your signature still 
appears in the workbook, but the signature 
line no longer contains your typed or 
written signature. To remove the graphic, 
click it and then press Delete. Then, save 
your workbook again. 
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Add an Invisible 





Digital Signature 


ou can add an invisible digital signature to a 
workbook. You can use a digital signature to 
establish that you are who you claim to be, 
that the content of the workbook has not changed 
since you digitally signed it, and that the workbook 
Originated with you. 





An invisible digital signature differs from a signature 
line — described in the section “Add a Signature 
Line” — because when you insert an invisible digital 
signature, no graphic object appears in the workbook 
that displays a signature. Instead, Excel adds a digital 
signature to the workbook and makes the workbook 
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@ Save the workbook as an 
Excel workbook with the 
* xlsx file extension. 


Page Lageoait 


fed Save 








Information about signature 


a read-only file that no one can change unless the 
digital signature is removed. When you add the digital 
signature, the Signatures button appears in the status 
bar at the bottom of the workbook. 


To sign a workbook, you must have a digital ID; the 
first time you sign a workbook, Excel prompts you to 
either obtain a digital ID from a Microsoft partner for a 
fee or to create your own digital signature; the 
example in this section shows you how to create your 
own digital signature, which has some security 
limitations, as described in the section “Add a 
Signature Line.” 
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The Sign dialog box 
opens. 


&) Click here to type the 
reason you are signing 
the workbook. 


© Click Sign. 


The Signature 
Confirmation dialog 
box opens. 


© Click OK. 


@ The Info panel of 
Backstage view 
indicates that the 
workbook is signed and 
has been marked final. 


@ The workbook 
becomes a read-only 
document. 


@ Click File to return to 
the workbook, where 
the Signatures button 
(|[&.) appears in the 
status bar and the 
Message Bar indicates 
the workbook has been 
marked as final. 
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How can I tell if a digital signature is 


valid? 


Ww Click the Signatures button (|B) on the 


| closed the Signatures pane. How can | 
reopen it? 


w You can click Signatures button (|) in the 


status bar to open the Signatures pane, 
which displays signatures stored in the 
workbook. Click the drop-down arrow ([+]) 
beside the signature in the Signatures pane 
and then click Signature Details. At the top 


of the box that appears, Excel displays 
information about the validity of the 
signature. If a certificate authority approved 
the digital signature, then information 


—_, 


concerning the certificate authority appears VW 
in the Countersignatures section of the 
Digital Signature Details dialog box. 


status bar or you can click the File tab, click 
Info, and then click the View Signatures 
button (an option that appears only if your 
workbook contains a digital signature). 


How can I determine if a workbook that 
I received from a coworker contains 
a digital signature? 


If the Signatures button (|) appears in the 
status bar, the workbook has been digitally 


signed. To view the digital signature, click |B. 
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Add Comments 
to Cells 


ou can add a comment to a cell in a workbook 
to provide clarifying information about the 
cell’s content to your reader. If you receive a 
workbook to review, you can add a comment to ask 
for clarifying information or to suggest changes. 





You attach a comment to a cell by selecting the cell 
before creating your comment. You can identify cells 
that contain comments by the red triangle that 
appears in the upper-right corner of the cell. When 
you create a comment, Excel automatically inserts 


Add Comments to Cells i 


Add a Comment 





Home 


@ Click the cell to which you 7 i & 


want to add a comment. 
@ Click the Review tab. 
© Click New Comment. 


Proofing 
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A comment text box 
containing your name 
appears on-screen. 
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; ; Audience Size 
information. 


6 Cost / Impression 
7 Max impressions 


© Click outside the comment 
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Insert 


Spelling Research Thesaurus 









Minimizing Advertising Costs 





your name at the top of the comment. If you are 
inserting a comment to clarify information in the 
workbook, you might want to remove your name, as it 
could distract the reader. You can edit the text you 
include in a comment, including deleting your name. 
Using the tools on the Home tab, you can format text 
in a comment by selecting it and then applying bold, 
italic, and underline formatting, and you can align the 
text in the comment. You cannot apply a fill color or 
change the font color of comment text. 
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View a Comment 


@ You can identify cells containing 
comments by the red triangle 
that appears in the upper-right 
corner of the cell. 


@ Move S# over a cell containing a 
comment. 


@ Excel displays the comment. 


Edit a Comment 


@ Click a cell containing a 
comment. 


You can move the mouse over 
the cell to view the comment. 


@& Click the Review tab. 


@ Click Edit Comment to display the 
comment and make changes. 


@ You can click Previous or Next to 
display a comment and move the 
cell pointer to the previous or 
next comment. 


@ You can click a comment and 
then click Delete to delete it. 
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Is there a way to display a 
comment without moving 
the mouse pointer over the 
cell? 


w Yes. You can select the cell 
containing the comment 
and then click Show/Hide 
Comment. Excel displays 
the comment on-screen, 
even when you click 
another cell. The comment 
remains visible until you 
select the cell again and 
then click Show/Hide 
Comment. 





Is there a way to make all Is there a way to prevent 

comments in the worksheet two comments from 

visible at the same time? overlapping? 

w Yes. You can click w Yes. You can click in a 
anywhere in the worksheet comment text box, and = 
— not necessarily selecting Excel displays a hatching = 
a cell containing a pattern around the F ] 
comment — and then click comment. Click the = 
the Show All Comments hatching pattern to select <i 
button. Excel displays all the comment text box — — 
comments stored in all not the comment text — 
cells of the worksheet. Be and then drag the 
aware that comments in comment text box to a 
cells in close proximity may location where it will not 
overlap. Click Show All overlap another comment 
Comments again to hide text box. 


all comments. 
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Print 
Comments 


ou can print comments stored in a worksheet. 
To print comments, you must first display 
them. Then, you need to establish print 
settings to include printing comments. 





When you set up the printer settings to print 
comments, you can choose to print comments as 
displayed on the worksheet or at the end of the 
worksheet. If you print comments as displayed, 
comment text boxes appear on the printed worksheet 
in the same positions as they appear on-screen, but 
the red triangles that indicate that a comment is 
attached to a particular cell do not appear. If you print 
comments at the end of the worksheet, Excel prints an 


@) Click the Review tab. 











extra, separate page after printing the other pages of 
your worksheet. On the separate page, Excel lists — 
on separate lines — the cell address of the cell 
containing the comment, the name of the person who 
added the comment, and the comment. 


Printing comments as displayed on the worksheet 
gives the reader a sense of the worksheet’s appearance 
on-screen, but this can obscure other comments or 
information on the worksheet. If you print comments 
on a separate sheet, consider also printing row 
numbers and column letters to help the reader identify 
the cell containing the comment. 
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@ Click the Page Layout tab. 


@ Click the Dialog Box 
Launcher button ([i]) in the 
Page Setup group. 


The Page Setup dialog box 
opens. 


© Click the Sheet tab. 


© Click the Comments 
drop-down arrow ([=]) to 
choose an option. 


©@ Click OK. 
© Print the worksheet. 


Excel prints comments 
according to the setting you 
selected in step 6. 


my comment print? 


Ww If you print your comments 
on a separate page at the 


end of the worksheet, 
Excel prints the entire 


Only part of my comment 
appears on-screen. Will all 


comment. However, if you 
print comments as 
displayed on-screen, Excel 
only prints the portion that 
is visible on-screen. You 
can enlarge the text box to 
display more text; click the 
outside edge of the 
comment text box and 
then drag one of the round 
white circles outward. 
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How do I print row 
numbers and column 
letters? 


‘Ww Click the Page Layout tab 
and then click the Print 
check box under Headings 
in the Sheet Options group 
((L] changes to |). When 
you print the worksheet, 
Excel includes row 
numbers and column 
letters in much the same 
way that they appear 
on-screen. 


| | Cancel | 


I have a Tablet PC. Is there 
a way to use digital ink to 
add and then print 
comments? 


w Yes. Click the Review tab 
and then click the Start 
Inking button, which 
appears only when you run 
Excel on a Tablet PC. Excel 
then adds an Ink Tools tab 
to the Ribbon, and you can 
use the various buttons on 
Pens under the Ink Tools 
tab to highlight and mark 
up a worksheet. 
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Mark a Workbook 


as Final 





ou can mark a workbook as final to make the Marking a workbook as final is not a security feature 

workbook read-only. When a workbook is because anyone who opens the workbook can 

read-only, you cannot make any changes to it remove the final status from the workbook. If you 
and you cannot inspect it, as described in the section truly want to prevent editing by others, see the 
“Inspect a Workbook Before Sharing.” sections “Assign a Password to a Workbook” and 


Marking a workbook as final is not a security feature. 
Instead, it is a feature that helps you focus on reading 
rather than editing. When you mark a workbook as 
final, the Save command and the various editing 


“Encrypt a Workbook.” If you want to allow some 
types of editing but restrict other types, see the 
sections “Protect Workbooks,” “Protect a Worksheet,” 
and “Worksheet Actions You Can Protect.” 


commands become unavailable to you. In addition, 
Excel sets the Status field in the Document Properties 
box to Final. And Excel displays an icon in the status 
bar that helps you determine why the workbook is 


read-only. 


eT a Workbook as Final 





Mark the Workbook 


@ Click the File tab. 

@ Click Info. 

@ Click Protect Workbook. 
@® Click Mark as Final. 


A warning message 
appears, explaining that 
Excel will mark the 
workbook as final and 
then save it. 


® Click OK. 
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ee 
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A message appears, explaining 
that Excel has marked the 


document as final and disabled was 
typing and editing commands and a 
proofing marks. 
© Click OK. e 
Backstage view indicates that the nee 
workbook has been marked as mes 
final. 2 oem 
ge 
@& Click File to redisplay the 
workbook. 





@ The Message Bar indicates that the 
workbook has been marked as 
final. 


iy 


@ The workbook becomes read-only. 
The Save button (|i ) and various + Cot pr 
editing commands are disabled. 


The Mark as Final button (|) 
appears in the status bar. 





Am I the only one who can change the 
status of a workbook marked as final? 


‘w No. Anyone who opens the workbook can 
change its status. That is why marking a 
workbook as final is not a security feature. 
Use this feature only to give a reader the 
idea that editing is complete and to focus 
on reading. If you do not want anyone to 
make changes, consider using the other 
security measures described in this chapter. 


If | need to make a change to a workbook 
that I marked as final, what can I do? 


Ww Click Edit Anyway in the Message Bar. Excel 
removes the Final status it previously 
assigned to the workbook from the 
Document Properties box and then 
re-enables the various editing commands. 
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What happens to the Mark as Final status 
if | save the workbook under a new name? 


‘w Excel maintains the Mark as Final status of 
the workbook, and the various editing 
commands remain unavailable in both the 
original workbook and the one you created 
with a new name. 


What happens to the Mark as Final status 
if | share the workbook with an Excel 
2003 user? 


w The workbook is not read-only when the 
Excel 2003 user opens it. 
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Excel and 
Workbook Sharing 








' ou can share a workbook so multiple users can functions are not available when you edit a shared 


make changes to it simultaneously. When you workbook. For example, you cannot delete 

share a workbook, Excel appends [Shared] to worksheets, merge cells, draw shapes or add text 
the workbook title in the program title bar so you boxes, group or outline worksheet data, or create data 
know the workbook can be updated simultaneously. tables or PivotTables. 


When a second user opens the workbook on another 
computer, that user also sees [Shared] in the title bar 


after the workbook name. 


You also cannot set up or apply data validation, apply 
new conditional formats, or protect worksheets or 
workbooks; however, any data validation, conditional 


You cannot share a workbook that contains an XML formatting, or worksheet or workbook protection 
map or a table. Before you share, you must remove already in place continues to function. You can insert 
the XML map by using the Developers tab and then or delete rows or columns, even though you cannot 
convert the table to a range. Also, some Excel insert or delete ranges. 


Excel and Workbook Sharing 7 





Share a Workbook 


a) Click the Review tab. 
@) Click Share Workbook. 


The Share Workbook 
dialog box opens. 


& Click here to allow 
changes by more than 
one user at the same time 

((] changes to |MJ). 


@ Click OK. 


Excel displays a message 
explaining that it will save 
the workbook and your 
changes. 


@ Click OK. 
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Control Share Settings 


@ Click the Review tab. 
2) Click Share Workbook. 


The Share Workbook 
dialog box opens. 


© Click the Advanced 
tab. 


@ Specify how long Excel 
keeps the change 
history. 


@ Specify when you 
receive updates from 
other users. 


Specify how Excel 
resolves conflicts caused 
by two users changing 
the same data. 


These options enable 
you to use your local 
print and filter settings. 


® Click OK to share the 
file. 
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Can you explain the Update 


changes options? 


w You use these options to 
determine when Excel 
saves changes made by 
different users. By default, 
Excel saves changes when 
the workbook is saved. You 
can also set an interval to 
automatically save 
changes. If you choose this 
option, Excel saves your 
changes and shows you 
changes made by others. 
You can click the Just see 
other users’ changes radio 
button (© changes to @) 
to display other users’ 
changes without saving 


your changes. 


Can you explain the 
Conflicting changes 
between users options? 


These options control what 
Excel does when two or 
more users make changes 
to the same cell. By 
default, Excel displays a 
dialog box that enables 
you to decide which 
change to save. If you 
click The changes being 
saved win radio button 
(© changes to @), you 
have no choice in the 
matter; Excel retains the 
changes made by the last 
person saving the 
workbook. 


Can you explain the Include 
in personal view options? 


The Print settings option 
controls whether Excel 
saves your local print 
settings, including the 
printer you use, the page 
breaks, and changes you 
make to the print area. The 
Filter settings option 
controls whether Excel 
saves filter settings that 
you select by using 
AutoFilters. By default, 
Excel saves both your print 
and filter settings. 
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Turn on 





Change Tracking 


ou can use change tracking when you share 
documents to identify changes made by 
various reviewers. When you enable change 
tracking, Excel highlights all changes made to the 
contents of cells by adding comments that summarize 
the type of change you make. Excel displays a 
dark-blue box around a cell that has been changed, 
and a small blue triangle appears in the upper-left 
corner of the changed cell. 





As you set up change tracking options, you can 
identify the changes you want Excel to highlight. You 
can choose to have Excel highlight all changes, 
changes made since you last saved, changes not yet 


Toi Change Tracking 





qd) Click the Review tab. 





reviewed, or changes made since a date you specify. 
You can also choose to view everyone’s changes — 
including your own — or all changes except for your 
own. And you can identify cells you want Excel to 
monitor for changes; if you do not select any cells, 
Excel monitors the entire workbook. You can also 
choose to view changes on-screen. 


When you enable change tracking, Excel automatically 
shares the workbook, adding [Sharing] to the 
workbook name in the title bar. When you share a 
workbook, some Excel functions are not available 
when you edit the workbook. 
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5 

a Invertnverts 
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f2 Imprecions 0 o 0 
19 Audionce o q o o 


The Highlight Changes 
dialog box opens. 


& Click here to track 
changes while editing 
((L]) changes to ||). 


This also shares your 
workbook. 
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|__oK | | cereal | 


Additional tracking options 
become available. 


& Click the When drop-down arrow 
([-]) to specify the changes to 
highlight (1) changes to [M1). 


© Click the Who drop-down arrow 
([-]) to specify whose changes to 
track ({_]] changes to |i¥]). 


@ Click the Where [Eg] to specify the 
cells to track for changes. 


@ Click OK. 





A warning message appears, 
telling you that Excel will save the 
workbook. 


© Click OK. 


Excel enables change tracking 
and shares the workbook. 





What functions are not 


Highlight which changes 





i] When: ‘all. 
| who: 
| Where: | 











Highlight changes on screen 


i List changes on 4 new sheet 


Microsoft Excel 


AB, This action vill now save the workbook, Do you want to continue? 





Was Chis information helpful? 





What does the List changes 
on a new sheet option do, 
and why is it not available? somebody else changes? 


What happens if I change 
available when I enable the same cell that 


change tracking? 


w You cannot delete w If you enable this option, w If you have not changed 


worksheets, merge cells, 
draw shapes, add text 
boxes, group or outline 
worksheet data, or create 
data tables or PivotTables. 
You also cannot set up or 
apply data validation, 
apply new conditional 
formats, or protect 
worksheets or workbooks. 
However, any data 
validation, conditional 
formatting, or worksheet 
or workbook protection 
already in place continues 
to function. You can insert 
or delete rows, columns, 
and cells, but you cannot 
insert or delete ranges. 


Excel creates a History 
sheet in the workbook that 
contains changes you save 
by saving the workbook. 
You can enable this option 
after you enable change 
tracking. See the section 
“Use the History Sheet to 
Review Tracked Changes” 
for more. 


file-sharing options, then 
Excel allows you to make 
the change. However, 
when you try to save the 
workbook, Excel opens the 
Resolve Conflicts dialog 
box, which shows your 
changes to the cell and the 
other user’s changes to the 
cell. You can click Accept 
Mine to apply your change 
or Accept Other to apply 
the change of the other 
user. 
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How Change 
Tracking Works 






hen you make changes to a workbook in What you see in the changed cell’s comment text box 

which you have enabled change tracking, is based on the type of change you made. When you 

Excel monitors changes to the workbook or change or delete a cell’s content, the comment text 
to a specified range if you set up change tracking to box displays the original value and the new value; if 
monitor only a range. When you make a change, Excel you deleted the cell’s content, Excel describes the new 
adds a comment that summarizes the type of change. value as blank. Although the Insert and Delete buttons 
So you can easily identify cells that were changed, on the Home tab of the Ribbon appear unavailable, 
Excel displays a dark-blue box around a changed cell, you Can insert and delete rows. If you insert or delete 
and a small blue triangle appears in the upper-left a row or a column, Excel tracks the change, and the 
corner of the changed cell. comment text box identifies the row or column you 


inserted or deleted. 


How Change Tracking Works 





a Click a cell and change its 


















content. ; 
& Move 5) over the cell. : 
4 
@ Excel displays the 5 Audience Size {Changed cell BS from '75,000.00' to 
comment that describes 6 Cost / Impression ee 
the change. 7? Max Impressions 
8 
a Investments 
10 TV Radio Mail Newspaper Total 
11 Amount on on cn sn sn 
12 Impressions 0 0 0 0 
13 Audience U U U U U 
14 
© Click a cell and press A B D E F G H 
Delete to delete its 1 Minimizing Advertising Costs 
2 
content. 3 Media Requirements 
® Move cy over the cell. 4 TV Radio Mail Newspaper 
5 Audience Size 40,000 20,000 35,000 
@ Excel displays the 6 Cost / Impression 23009175 4 elaine Marmel, 3/14/2010 8:27 AM: 
comment that describes _7 Max Impressions 10 Changed cell C7 from "15" to '<blank>', 
the change. : 
- 
10 
11 Amount cn on 
12 Impressions 0 0 
13 Audience 
14 
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Q Select a row by clicking 
its row number. 


© Click the Home tab. 


@ Click the Insert 
drop-down arrow ([=]). 


Note: Because the workbook 
is shared, the button 
appears grayed out, but [=] 
will work, displaying a 

menu. 


8) Click Insert Sheet Rows. 


Excel inserts a new 
row; a Comment 
indicator appears in 
Column A of the new 
row. 


© Move S# anywhere 
over the new row. 


Excel displays the 
comment that 
describes the change. 
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"What happens if | copy or 
move cell contents? 


w Excel displays the 
comment text box in the 


Can I see a list of the 
changes that I can make 
that Excel does not track? 


w Excel does not track 


I deleted a row, but Excel 
did not track the change. 
What did I do wrong? 


w You probably specified a 


cell that received content. 
That is, if you copied the 
range D5 to I7, Excel 
displays a comment text 
box in cell 17, and the 
comment indicates that 
the content of cell 17 
changed from its original 
value to its new value. The 
comment does not indicate 
that you copied or moved 
the value into cell 17, and 
no comment text box 
appears in cell D5. 


range for Excel to monitor 
for changes when you 
enabled change tracking. 
In this case, Excel 
continues to monitor row 
or column deletions that 
you make within the 
range, but it does not 
identify row or column 
insertions that you make 
within the range. If you 
remove the range 
restriction and delete a row 
or column, Excel tracks the 
change. 


changes when you apply 
formatting or add 
comments to cells, hide or 
unhide rows or columns, 
rename sheet tabs in the 
workbook, or insert or 
delete worksheets in the 
workbook. If you change a 
cell and a formula in 
another cell recalculates, 
then Excel tracks the 
change to the cell but not 
the change to the cell 
containing the formula 
that recalculated. 
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Use the History Sheet 
to Review Tracked Changes 





ou can display the History sheet to review 
changes made to a workbook. The History 
sheet is a listing of changes made to the 
workbook up to the point at which you add the 
History sheet to the workbook. You can use the 
History sheet instead of or in addition to the comment 
text boxes that appear in various places. The History 
sheet can be particularly helpful if the workbook 
contains many sheets on which you are tracking 
changes because you can review them all in one place 


Excel does not display the History sheet by default, but 
you can use the steps in this section to add the History 
sheet to your workbook. The information that appears 
on the History sheet for each change includes the 
action number, the date and time of the change, who 
made the change, the type of change made, the sheet 
in the workbook to which the change was made, the 
cell or range address affected by the change, the new 
value, the old value, and — for actions that conflict — 
the action type and the action that was not saved. 


instead of switching from sheet to sheet to review 


comment text boxes. 


Use the History Sheet to Review Tracked Changes 





@ Click [ to save the 
workbook. 


® Click the Review tab. 
@ Click Track Changes. 


@) Click Highlight Changes. 
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The Highlight Changes 
dialog box opens. 


© Click the List changes 
on a new sheet check 
box (|) changes 


to |v) 
© Click OK. 


@ Excel adds the History 
sheet to the workbook 
and displays it. 
















I] Track changes while editing. This. also shares your workbowk, 
Haghbght which changes 
Wiwhenr al |] 
| ‘ete: Ewenrone [=] 
| ethane: |Fi | 


[if] Highhght changes on german 


|FlList changes OF o Thee sheet 





@ Each action taken 
appears in the order it 
was taken, showing 
who made the change, 
when it was made, 
and what changed. 





















Hof FH 





Serathity Hepork t Units Report 1 Sheeto - SheetlO | Mistory “= 


What does the Action Does Excel update the | did not make any changes 

Number column on the History sheet as I make to the worksheet, but | 

History sheet mean? changes? saved it. Why did the 

Ww The Action Number Ww No. The History sheet is History sheet disappear? 
column identifies the order static and displays only Vv Once you save the 
of the changes you or those changes that have workbook, Excel no longer 
other users made. By been made prior to you considers the changes to 
default, the History sheet performing the steps in be history, so it deletes the 
lists the actions in the this section. To update the History sheet. You can 
order they were made, History sheet to display make the History sheet 
from earliest to latest; additional changes, reappear if you repeat the ce 
however, by clicking the perform the steps in this steps in this section. 7 
drop-down arrow ([=]) section again, and Excel a 
beside the column title, will search for additional 
you can reverse the order changes and then display _— 
or filter to view only them on the History sheet. Te 





selected changes. You can 
also click [+] beside any 
column title to change the 
order or filter. 
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Combine Reviewers’ 


Comments 


fter everybody has reviewed a shared 

workbook, you can combine all comments 

made by various reviewers and decide which 
comments to accept or reject. Excel displays all the 
changed cells on-screen, and when you use the Accept 
or Reject Changes dialog box, Excel moves from 
change to change, shows you information about each 
change, and allows you to accept or reject a change. 
If one cell is changed more than once, you see each 
change and can select a change to apply it. If you 
plan to combine reviewers’ changes into the 
workbook, you should do so before you disable 
sharing, and you should make a backup copy of the 
workbook before you begin your review. 





Combine Reviewers’ Comments 





a) Click the Review tab. 








As you set up review options, you can identify the 
changes you want Excel to highlight. You can choose 
to have Excel highlight changes you have not yet 
reviewed or changes made since a date you specify. 
You can also choose to view everyone’s changes 
(including your own), all changes except your own, or 
the changes of a particular user. And you can identify 
changed cells that you want Excel to review; if you do 
not select any cells, Excel reviews all changes in the 
entire workbook. 
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9 


Accept or Reject dialog 7 
box opens. M1 


(2 Aum ount 
4) Click the When py imprecsions 0 
drop-down arrow ([z]) to 
specify the changes to 
review (\L]]| changes 


to [Ml). 


© Click the Who drop-down 
arrow ([+]) to specify 
whose changes to review 


(L] changes to |M]). 


© Click the Where Ex] to 
specify the cells to review 
for changes. 


©@ Click OK. 


Radio 
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A 2] 


| F 
| Minimizing Advertising Costs 


The Accept or Reject : 
Changes dialog box 


opens. 





Media Requirements 
Ty Radio =- Mail Newspaper 
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$150 
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@ Excel highlights the 
first change in the 
worksheet. 


$100 
20 


$300 S175 


10 


? Cert /impression 
0 | Max Imprortions 






Invertments 
Radio fall 
$0 
0 
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@ A description of the 
change appears here. 


© Click Accept or Reject. 
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Excel makes the | Minimizing Advertising 
change and then a | Nadia Requirements 
removes the comment : DR Seen ane neh 


5 Audet 6000 AOU 20.000 35,000 


a 
7 Cost /impresston S300 i7s $150 
6 (Max Impressio 5 
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Invertments 


describing the change. 
$100 
Excel selects the next = 


changed worksheet 






i Th Radio = =«6Miall Newrpaper Tatal 
element. 12 Amount 50 50 50 $0 oo 
. . i) Impracsions O 
@ You can identify the 4 Audiance 0 


change you are 
assessing here. 


© Repeat step 8 until you 
have reviewed all 
changes. 


Change Zoot 3 made bo lhe decent: 
Claire Martial, SLayQ000 21 aM: | is 


Changed cell OF frre 05 bs ‘tania’, 
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| When would | want to limit [am responsible only for 


certain cells in a shared 
workbook that was 
distributed for review. Can 
I review changes only to 
those cells? 


vw Yes. Perform steps 1 to 5, 
and in step 6, click [Fs] so 
you can select just the cells 
you want to review for 
changes. After you select 
the cells, Excel redisplays 
the Select Changes to 
Accept or Reject dialog 
box, and you can continue 
with the steps in this 
section. 


whose changes | review? 


w You might want to limit 
the changes you review if 
you are responsible for 
certain people in the 
organization and have 
authority to review their 
changes. If you review all 
changes under these 
circumstances, your review 
will take longer. If you 
review a limited set of 
changes, click Close in the 
Accept or Reject Changes 
dialog box after you 
complete your review. 


Why should I make a backup 
copy of the workbook 
before I review it? 


wv If you have not saved the 
workbook before you start 
your review, Excel saves it 
before it walks you 
through reviewing 
changes. If you make a 
mistake concerning a 
particular change, you 
cannot undo the mistake, 
and the only way to 
recover the information is 
to open the backup copy 
and use the information 
that it contains. 
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Collaborate 
through E-mail 





ou may decide to collaborate by e-mailing a When you send out the workbook through e-mail, you 
workbook instead of sharing it on a network. instruct each recipient to make changes and return the 
You can attach the workbook to an e-mail workbook to you. As you receive the workbook back, 
message directly from Excel without opening your you should change its filename to identify the 
e-mail program. Once you create the message, you recipient who reviewed it. You should save the original 
then send it by using your e-mail program. workbook and all copies of it to the same folder. You 


can then use the Compare and Merge Workbooks 
button to select workbooks containing changes and 
merge the changes into the original workbook. You 
need to add the Compare and Merge Workbooks 
button to the Quick Access Toolbar or the Ribbon 
because no button for the command appears on the 
Ribbon. 


You can send the workbook to multiple users 
simultaneously for review, and when they return the 
workbook to you, you can merge the changes. For this 
procedure to work properly, you need to share the 
workbook and turn on change tracking. See the 
section “Turn on Change Tracking” for more; turning 
on change tracking automatically shares the 
workbook. 





ELC Cmte ee LL 





@ Open the shared workbook you 
want to e-mail. 


@ Click the File tab. 

@ Click Save & Send. 

® Click Send Using E-mail. 
© Click Send as Attachment. 


Your default e-mail program 
opens a new e-mail message. 


© Click in the To field to type the 
e-mail address of a recipient. 


@& Click in the Cc field to type the 
e-mail address of a recipient to 
whom you want to send a copy. 





Note: To send the message or copy 
multiple recipients, separate each e-mail 
address with a semicolon (;) and a 
space. 





Excel supplies the workbook 
filename as the e-mail subject by 
default. 


© Type a new subject here. 


Note: Subjects are not required, but 
including one is considerate. 


@ Excel automatically attaches the 
workbook to the e-mail message. 


© Type the message body here. 
@ Click Send. 


Excel places a message in your 
e-mail program’s Outbox and 
closes the e-mail message. 


@ Use your e-mail program to send 
the message. 


Using Workbooks in a Multiuser Environment 
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How do I add the Compare 
and Merge Workbooks 
button to the Quick Access 
Toolbar? 


w To add the Compare and 
Merge Workbooks button 
to the Quick Access 
Toolbar, click the File tab 
and then click Options. 
Click Customize and then 
click All Commands from 
the list on the left. 
Commands appear 
alphabetically; click 
Compare and Merge 
Workbooks and then click 
Add. Then, click OK. The 
button appears on the 
right end of the Quick 
Access Toolbar. 


How do | compare and 
merge changes? 


w Assign a unique name to 
each workbook you receive 
back from reviewers and 
then store the original and 
the copies in the same 
folder. Open the original 
workbook. Click the 
Compare and Merge 
Workbooks button to 
display the Select Files to 
Merge Into Current 
Workbook dialog box. 
Click the files you received 
back from reviewers — do 
not select the open 
workbook — and then click 
Open. Excel merges the 
changes from each 
workbook into the open 
workbook. 


What happens if | do not 
share the workbook before 
I e-mail it? 


w Excel displays a message 
that explains you should 
share the workbook before 
e-mailing it if you intend to 
merge the information you 
receive from recipients. In 
the same message, Excel 
offers to save a shared 
version of the workbook 
and turn on change 
tracking. Click Yes and 
then continue with the 
steps in this section to 
complete the e-mail 
message. 
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Create a Hyperlink 
in a Workbook 





yperlinks help the user navigate. You can name to the destination file or Web page. A relative 
create a hyperlink in a workbook to link hyperlink, usually used for Web pages, has one or 
your workbook to another workbook, a more missing parts that are taken from the current 
document of any kind, an e-mail address, a graphic Web page. If you create a relative hyperlink in a 
file, or a Web page. When you click a hyperlink, the workbook, Excel assumes that the missing parts of the 
link opens the file or Web page to which you linked. hyperlink are associated with the location of the active 
Hyperlinks encode the destination file or Web page as workbook. 
a Uniform Resource Locator (URL). The URL identifies In Excel, you can create links to files or Web pages or 
the location of the file or Web page by listing a you can create links to other sheets in the same 
protocol, a Web server or network location, a path, or workbook, typing the link to a specific cell, as shown 
a filename. An absolute hyperlink contains a full path in this example. 


Create a rer ns mn y 












@ Click the cell in which you 
want to store the 


Onmulas Data Hewlett Wits! 







Wert 
> dla) Ly Shapes > all fhe Lirve = filly Area = bee Line i =| 2, A | & Vloreheist + 
1 Lge! | iia | Eb) = = : 
hype rl In k, : sons | | Ge Ps Srvartrt a Pie - [+4 Scatter > i Column ——1 : (Signature Line + 
PreotTable Table | Picture ‘Clip or Column — Slicer | Pbyperlink Text Header 3 
. art fg! Screenshot = - Ppear- GJotmercnats- Fl winstoss Box 2 Footer "del Obyect 
® Click the Insert tab. Blu stration Charts Sparcline? Filtey Links Text 







® Click Hyperlink. 































1 I Maximize Profit Based on Production 
2 Paint Plastle Wood Glue Rubber Unit Profit No. to Make Profit 
3 Product 1 i 0 1 1 2 $10 o so 
4 Product 2 | Z i Z i S15 oO So 
5S Product 3 ? 1 1 ? 1 #13 o “oO 
6 Product 4 4 1 2 o a S12 oO $0 
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8 Amount Used r oO o| O° O° 0 
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10 
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Document. ee 
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@ When linking to a 
worksheet, you can 
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click in the Type the A 
cell reference field to 
specify a cell address. 


©@ Click OK. 


Excel inserts the 
hyperlink in the cell 


2 

3 Preduet 1 
4 Product 2 
5 Product 3 
6 Preduct 4 


7 Amount Available 
8 Anount Used 
9 Amount Left 


1 Maximize Profit Based on Production 


B C u E 
Paint Plastic Wood Glue 

1 0 1 1 

z 1 ! 
z 1 1 ? 
1 1 z U 

1, 00 1,000) 1,250 45 
O° o O° oO 


1,300 1,000 1,250 


you selected in step 1. = 

You can click the - Click here to display the Sensitivity Report <= — 
hyperlink to display the 

file, Web page, or 1s 


worksheet and cell to 
which you linked. 


| G H J 
Rubber Unit Profit Ne. to Make Profit 
2 610 o eo 
e115 o eo 
1 413 o 60 
2 o1? o co 
1,500 
0 
1,500 
Total Profit So 





Is there a way to select a 
cell containing a hyperlink 
without activating the 
hyperlink? 

w Yes. You can use the arrow 
keys on the keyboard. You 
can also use the mouse by 
clicking the cell containing 
the hyperlink and then 
pressing and holding the 
mouse button until the 
mouse pointer changes to 
tj. When you release the 
mouse button, Excel leaves 
the cell pointer in the cell 
containing the hyperlink 
without switching to the 
destination. 


My hyperlink no longer 
works. What have I done 
wrong? 

w If the file or Web page to 
which you link is deleted or 
changes locations, a 
hyperlink might not work 
any longer. To solve the 
problem, edit the hyperlink 
and then change the 
destination to match the 
new location of the file or 
Web page. If the 
destination no longer 
exists, remove the 
hyperlink. To edit the link, 
select it without activating 
the link and repeat the 
steps in this section. 


How do I remove a 

hyperlink? 

w Right-click on the cell 
containing the link, and 
from the context menu 
that appears, click Delete 
Hyperlink. 


Can I move or copy the 
hyperlink to a different cell 
without changing the link? 


w Yes. Right-click on the 
hyperlink and then click 
Copy ([&) or Cut ([# ). 
Click the cell where you 
want the hyperlink to 
appear, click the Home 
tab, and then click Paste. 
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Workbooks and 


the Internet 


ou can create a Web page from an Excel 
workbook. To enable users to make changes 
to a workbook by using a browser, you need 
to publish the workbook. Otherwise, you can create a 








static Web page so users can view your workbook 
information in a browser and do not need to open it 
in Excel. Users cannot make changes to a workbook 
saved to a static Web page. 





Publishing a Workbook 

If your organization uses Excel Services, you can 
publish your workbook to your company’s 
intranet. Excel Services is a server that runs 
SharePoint Server 2010 and is capable of running 
Excel Calculation Services. Once you publish a 
workbook, users can view the workbook by using 
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a browser through Excel Web Access. Although 
you publish the entire workbook, you can define 
the parts of the workbook that you want 
displayed in Excel Web Access. You can then use 
SharePoint Server 2010 permissions to identify 
authorized users who can refresh, recalculate, 
and make changes to the viewable data. 
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Sales Figures for the First Half, 2010 
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Saving a Static Workbook 

You can save an entire workbook or portions of 
a workbook as a static Web page that users can 
view on the Internet or on your company’s 
intranet. For example, suppose you have a 
workbook that contains sales figures for the last 
six months, along with a chart showing trends. 
You can save the information to a static Web 
page, and users can view the information by 
using a Web browser. 


When you create a Web page from an Excel 
workbook, the Web page may have supporting 
files, such as graphic objects like charts or 
bullets, and hyperlinks. Excel offers two ways to 
store the supporting files: First, you can choose 
to store the supporting files in a separate folder 
that appears inside the folder where you store 
the Web page. Second, you can tell Excel to 
embed the supporting files in the Web page, 
making them part of the Web page. 





Pcal ommulur | Protected boda, Cot 


You can open a Web page that you create ina 
browser; if you want to edit the Web page, you 
can open it in Excel, but some Excel features 
may not be available while you edit the Web 
page. So, if you anticipate that you will want to 
make changes to your workbook, you should 
save the workbook as a workbook before you 
create the Web page. That way, you can open 
the original workbook, make the changes, and 
then save it again as a Web page to incorporate 
the updates. 


Each time you save your workbook, you can 
have Excel automatically republish it as a Web 
page by using the AutoRepublish feature. 
However, you may not want to automatically 
republish the workbook as a Web page when 
you save the workbook; for example, if you are 
working on a computer that is not currently 
connected to your network or Web server, you 
really do not want Excel to try to republish the 
workbook. 
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Save a Workbook 


as a Web Page 


ou can save workbook information as a static 
Web page that others can then view by using 
a Web browser. When you create a static Web 


page, others cannot edit the information; they can 
simply view it. 





During the process of saving an Excel workbook as a 
Web page, you identify the portions of the workbook 
that you want to save. You can save the entire 
workbook, including tabs for navigating worksheets, 
or you can save a portion of a single worksheet, such 
as a range or chart. 





ROU ins Page K 


@ Open the workbook you 
want to save as a Web 


page. 
@ Click the File tab. 
@ Click Save As. 


mu Cal a 


ey Open 


The Save As dialog box 
opens. 


® Navigate to the folder 
where you want to store 
the Web page files. 


&) Click the Save as type 
drop-down arrow ([=]) to 
choose Web Page. 


© Click in the File name field 
to type a name for the 
Web page file. 


@ Click Publish. 
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You can also specify a title that will appear in the title 
bar when you view the Web page in a browser, and 
you identify the location where you want to store the 
Web page and any supporting files. You can set 
options for automatically republishing the Web page if 
you modify the workbook, and you can choose to 
view the Web page that you create when you are 
finished. 


When you create a Web page from Excel workbook 
information, the Web page may contain supporting 
files, such as hyperlinks and graphic objects like charts 
or bullets. The type of Web page you save determines 
how Excel saves the supporting files. 
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The Publish as Web Page 
dialog box opens. 


8) Click the Choose 
drop-down arrow ([=]) to 


select what you want to 2a ese ara ——. 
p U bl ish . Fie name: | C:lUsersiElaine MarmellDocumentsiaty Excel 2010 web page oe a 


Atomeoubish ewery time this workbook is saved 
QO. pen publched web page in brcweser hbk 


@ You can click Change to 
display the Set Title dialog 
box and then type a title for 
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@ The path where Excel stores 
the Web page files appears 
here. 


© Click here to preview the 
Web page in a browser 


(ol changes to Ml). 
@) Click Publish. 


Excel saves the information as 
a Web page and displays it in 
your default browser. 


Sales Figures for the First Half, 2010 <«——_ 
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The path to the Web page 
file appears here. 


5 


s 








, 

i . - 

. 

? 

*- —_ —-— -— = 


lamuary February March Agia 





What does the 
AutoRepublish every time 
workbook or just a this workbook is saved 
selection before clicking option do? 


Publish? Ww If you select this option 


What is the difference 
between the Web Page 
option and the Single File 
Web Page option? 


w When you use the Web 


Do I need to choose 
between the entire 


w Regardless of the choice 


you make for these 
options, Excel displays the 
Publish as Web Page dialog 
box, where you can choose 
to publish the entire 
workbook or some portion 
of the workbook by using 
step 8 in this section. So, 
the option you choose 
here does not matter. 


and make a subsequent 
change to the workbook, 
Excel displays a message 
each time that you save 
the workbook, asking if 
you want to republish the 
workbook as a Web page. 
From this message box, 
you can enable the 
AutoRepublish feature to 
republish the workbook or 
you can temporarily 
disable the AutoRepublish 
feature and not republish 
the workbook. 


Page option, Excel places 
supporting files for the 
Web page, such as 
graphics and hyperlinks, in 
a separate folder. The 
supporting files folder 
appears inside the folder 
where you store the Web 
page. When you create a 
single file Web page, Excel 
embeds all supporting files 
into the Web page and 
does not place them in a 
separate folder. 
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Import Information 
from the Web 





ou can use an external data query to obtain Using the Address bar provided in the New Web 
information from a Web site and display it in Query dialog box, you can navigate to any Web site to 
your Excel workbook. The information that import information. 

you bring into your workbook is not necessarily static. 
Suppose you import stock market index data. The 
values you import are the values of the indices at the 
time you import them, and in your Excel workbook, 
they do not change. However, from within Excel, you 


As you view Web sites, you notice that small boxes 

containing yellow arrows appear; these yellow areas 
identify tables of information on the Web page, and 
you can import any or all of the tables on the page. 


can update those values at any time to obtain new, Excel keeps track of each external data query you 


updated information. 


establish so you can reuse a query at any time in any 
workbook. 


When you set up a Web query, Excel opens the New 
Web Query dialog box, and in that dialog box, you 
initially see the Home page of your default browser. 


Import Information from the Web \ 


qh) Click the Data tab. 
@® Click Get External Data. 
© Click From Web. 


The New Web Query 
dialog box opens. 


® Click here to type a Web 
address. 


Q Click Go. 


© Click a table selection 
button. 


@ changes to [¥]. 


@ Repeat step 6 for each 
table you want to 
download. 


© Click Import. 
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The Import Data dialog 
box opens. 


© Select the cell where 
you want the 
information to appear. 


@ Click OK. 


Excel downloads the 
information into the 
workbook. 


Import Data 
Where do you wank to put the data? 
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‘What happens if | click the 
Properties button in the 
Import Data dialog box? 


w The External Data Range 
Properties dialog box 
opens. In it, you can 
choose to save the query 
definition as well as control 
how Excel refreshes the 
data, how Excel formats 
and lays out the data, and 
how Excel handles a 
change in the number of 
rows when you refresh the 
data. 


I see a security warning 


when I open the workbook. 


What should I do? 


Ww The security warning 
indicates that Excel has 
disabled data connections, 
and an external data query 
to a Web page is a data 
connection. If you need to 
update the information 
you imported, click the 
Options button and then 
click the Enable this 
content radio button 
(© changes to @). Click 
OK, and Excel enables the 
connection. 


How can I refresh the 
information that I 
imported? 

w Click the Data tab and 
then click Refresh All. If 
your workbook contains 
more than one external 
query and you want to 
refresh information for only 
one query, click anywhere 
in the range containing 
that information and then 
click the drop-down arrow 
([-]) below the Refresh All 
button. From the menu 
that appears, click Refresh. 
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Import a Text File 


into Excel 


ou can import lists of related information from 
CSV text files and TXT text files into Excel. 
Most text files consist of rows of information, 
and if you examine a text file by using a tool such as 
Notepad, you find that each row contains the same 
information at the same position on the row. Each 
new row marks the beginning of a new record. For 
example, in a text file containing names and phone 
numbers, each row contains one name and phone 
number, and the phone numbers appear in the same 
relative position in each row. 








Import a Text File into Excel 





qh) Click the Data tab. 
@® Click Get External Data. 
© Click From Text. 


The Import Text File ie ee, Frees ee 
dialog box opens. 3 

@ Click the file you want to 
import. 

@ Click Import. ; 


The Text Import Wizard - 
Step 1 of 3 dialog box 
opens. 


6 Click a radio button 
(© changes to @) to 


~ 


wert) Swetl . 
Ready | =) | 


Swetz 


Most text files separate fields on each row by a 
common character, such as a comma. Files set up this 
way are delimited files. In delimited files, you can 
identify missing information in a row whenever you 
see two successive separator characters. The 
implication is that information between the separators 
is missing. The example in this section uses a delimited 
file. 


In some cases, you might find that a text file contains 
data that appears to be aligned in columns with an 
equal number of spaces between each field but no 
special character separating the fields. Files set up this 
way are fixed width files. 
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describe the type of file 
you are importing. 


@ You can designate the first 
row of data to import 
here. 


@ Click Next. 
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The Text Import Wizard - Step 2 of 3 
dialog box opens. 


© Click all delimiters that apply 
(| changes to |M)). 


Note: You do not need to remove 
delimiters that do not apply. 


@ Your data will import properly 
when each field appears in its own 
column. 


© Click Next. 


The Text Import Wizard - Step 3 of 3 
dialog box opens. 


@ Click a column. 


@ Click a radio button (©) changes 
to @) to describe the type of data 
in the column. 





For dates, you can click the 
drop-down arrow ([=]) to select the 
date format. 
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Text Import Wirard - Step ? of 1 
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How do | import a fixed 
width text file? 


Complete steps 1 to 4. In 
step 6, click the Fixed 
Width radio button (O 
changes to @). Click 
Next, and in the dialog 
box that opens, click in the 
Data Preview area to 
designate where each 
column should begin; 
Excel inserts vertical break 
lines at each location. Click 
Next and then complete 
steps 9 to 22. 


< 


If | import a fixed width 
text file and click in the 
wrong spot on the Data 
preview area, what should | 
do? 

‘Ww You can correct mistakes 
by either deleting a vertical 
break line or by moving a 
vertical break line. You can 
delete a vertical break line 
by double-clicking it. You 
can move any break line 
by clicking and dragging it 
to the new location. 


What does the Treat 
consecutive delimiters as 
one option do? 


v Suppose your text file 
contains two successive 
delimiters in the same 
position in every row. This 
means that the data that 
should have appeared 
between those delimiters is 
missing. In this case, there 
Is no reason to import 
what would effectively be 
an empty column, so you 
would click the Treat 
consecutive delimiters 
as one check box 


({L changes to |v/)). 
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Import a Text File 
into Excel (continued) 


he Text Import Wizard uses the facts you 

provide about a text file’s structure to 

determine how to separate the information in 
the text file into columns in Excel. You identify 
whether the fields in the rows of the text file are 
delimited or separated by a common character or 
whether the information appears in columns that have 
a fixed width. 


You also can identify the way you want to format each 
column of information that you import. For example, 
you can format a column that contains dates by using 
a date format. If you apply a general format to a 


rrtas a Text File into Excel (continued) 





@ Click a column you do not want 
to import. 


Text Import Wizard - Step 1 of 1 


his 2treen lets you select each column and cet the Data Format, 


column, Excel treats numeric values as numbers, 
recognizes date values as dates, and recognizes any 
other kind of information as text. 


When you import the information, you can choose 
where the information should appear. You can place 
the information in a new worksheet or in the current 
worksheet, and you designate the cell you want to use 
as the upper-left corner of the range for the imported 
information. Excel imports the information by using as 
many cells as necessary. Importing information 
overwrites any existing information, so you should 
select an area with enough empty cells to 
accommodate the information. 


[faa] 


ite} Column date Format 
® Click the Do not import column i beacedSiltl hd Gail desifie abet aera date values to dates. and all 
: . ~ remaining wales bo ; 
(skip) radio button (© changes e > pate: [MDY iF] comme 0 


@). 
@ Click a column containing numbers. 


@ Click the General radio button 
(O changes to @). 


© Click Advanced. 


The Advanced Text Import 
Settings dialog box opens. 


@ Click here ([)) to choose 
a decimal separator. 


@® Click here (J) to choose 


to 
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The Import Data dialog 
box opens. 


27) Identify where Excel 


should pl 
data. 


@&) Click OK. 


ace imported 


Excel imports the data. 


What does the File origin 


field do? 


wv 


Excel takes a guess at the 
type of information that 
appears in the text file. If 
Excel seems to be far off 
the mark when guessing, 
try changing the selection 
in the File origin field to 
help Excel identify the type 
of data in the file. By 
selecting the correct origin 
for the file, Excel may have 
better luck recognizing the 
information and parsing it 


properly. 
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What does the Text 
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East Valley 
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| | E F G 
lamount Account Type Opened By Branch Customer 
2 | 12/2/7010 19.95 VOIPPhone Direct Sales Phoenix Existing 
2) 12/2/2010 39.95 Internet Customer Service Phoenix Existing 

4) 13272010 9339.95 Internet customer service Fhoentx New 

5 | 12/2/2010 99.95 Package Direct Sales Phoenix Existing 
6 | 12/2/2010 19.95 ¥0IPPhone Customer Service East‘Valley Existing 
A) 12M 34.4 Internet Customer service Phoenix New 

8) 13/2/2010 99.95 Package Direct Sales West Valley Existing 
9 | 12/2/2010 39.95 Internet Direct Sales Cast‘valley Cxisting 
10) 12/27/2010) 59.95 T¥ Customer Service East‘Yalley Existing @ 
11) 13/9/9010 999.95 Parkage Customer Service Fast alley Slew 

17) 12/2/7010 39.95 Internet Direct Sales Phoenix Existing 
13) 12/2/2010 39.95 Internet Customer Service Phoenix Existing 
14) 13/9/90 9-59.95 T¥ Custamer Service Phoenix Fyisting 
15) 12/2/2010 13.95 VOIP Phone Direcl Sales Phiueriix Exisliny 
16) 13/2/2010 39.95 Internet Customer Service Phoenix Existing 
17) 13/2/2010 999.95 Package Customer Service West Valley Existing 
16) 12/2/2010 993.95 Puckave Cuslumier Servire Easlvalley Existing 
19) 13/2/2010 59.95 T¥ Direct Sales Phoenix Existing 
20) 12/2/2010 959.95 T¥ Customer Service West Valley Existing 
21) 12/2/7010 39.95 Internet Direct Sales Phoentx Existing 
227) 12/2/2010 59.95 T¥ Customer Service East'Valley New 

22) 12/2/2010 9139.95 'YOIPPhone CustomerServien East'Valley Enisting 
24) afew 39.95 Internet Customer service West Valley Existing 
25) 12/2/2010 99.95 Package Direct Sales Phoenix New 

26) 12/2/2010) 59.95 T¥ Customer Service Choenix Cxisting 


Existing 






qualifier drop-down list 

do? 

w By default, the Text Import 
Wizard treats any set of 
characters in the text file 
that are enclosed in 
quotation marks as text 
entries. If your text file 
encloses text entries in 
apostrophes instead of 
quotation marks, you can 
use the Text qualifier 
drop-down list to select 
the correct character to 
enclose text entries in your 
text file. 


Why are fields on the Data 
tab unavailable after | 
import information from a 
text file? 


w Excel establishes an 
external data query when 
you import information 
from a text file, and 
whenever you click in the 
range created from the 
text file, many commands 
on the Data tab become 
unavailable. You can click 
in the imported range and 
then click the Refresh All 
button to update the 
information in your 
workbook if the data in the 
text file changes. 
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Copy Excel Data 


into Word 


ou can copy Excel information into a Microsoft 
Word document in two different ways: First, 
you can copy Excel data into a Word 
document as static information that you do not want 
to update, even if the Excel data changes. Second, if 
you expect the Excel information to change and you 
want to keep the Word document up to date, you can 
embed the Excel data in the Word document; 
embedding creates a link between the two 
documents. When you make a change to embedded 
information in the Excel workbook, the Word 
document updates automatically, and you do not 





re Excel Data into Word 





@ In Excel, open the workbook 
containing the information you 
want to copy to Word. 


® Select the information you want 
to copy to Word. 


@ Click the Home tab. 
@ Click Copy (). 


@ Open Word and the document 
that should contain the 
information. 


© Position the insertion point 
where you want the information 
to appear. 


@ Click the Home tab. 
© Click Paste. 


@ The information from Excel 
appears in the Word document. 
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need to recopy the information. For more on 
embedding Excel data in a Word document, see the 
section “Embed an Excel Workbook into Word.” 


When you do not care if the information in your Word 
document updates because of changes made in the 
Excel workbook from which you copy it, you can copy 
and paste the information by using the same 
technique you use to copy information from one 
range in a workbook to another. When you copy the 
information in Excel, Excel places the information on 
the Windows Clipboard, making it available to any 
program. 
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© Click here to switch to 


@ Make a change to the 
information. 


a Click here to switch to 
Word. 


@ The information does 
not change. 





What is the difference 
between the Formatted 
Text (RTF) option and the 
Unformatted Text option in 
Word's Paste Special dialog 
box? 


w When you select the 
Formatted Text (RTF) 
option, Word formats the 
pasted information as a 
table and retains some of 
the formatting you might 
have applied in Excel. 
When you select the 
Unformatted Text option, 
Word pastes raw 
information with no 
formatting and separates 
cells by using a Tab 
character. 
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Can I use the Paste Link 
button to paste and link 
the Excel information in 
Word? 


w You can use it, and it will 
link the information. 
However, any formatting 
you applied to the Excel 
worksheet will not appear 
in Word, and all of Excel’s 
gridlines that separate cells 
will appear. So, appearance 
is the deciding factor; if 
you do not care about the 
Excel formatting, use the 
Paste Link button to paste 
the information. 


In the Paste Special dialog 
box, when would I choose 
Microsoft Excel Worksheet 
Object? 

w You use this option when 
you want to insert Excel 
information as an object 
into a Word document and 
have the ability to edit the 
Excel object by using the 
Excel Ribbon without 
leaving Word. See the 
section “Embed an Excel 
Workbook into Word” for 
more on using this option. 
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Embed an Excel 
Workbook into Word 


674 


ou can share information between Excel and 
Word in two different ways. You can copy 
ranges of information or charts from Excel to 
Word or you can copy an entire Excel workbook into 
Word — a process called embedding. 





When you copy a range of information from Excel to 
Word, you can link the information so that if you 
make a change in the Excel file, the change also 
appears in the Word document. You also can copy a 
range of information from Excel to Word without 
linking the information; in this case, a change to the 


Embed an Excel Workbook into Word 


@ In Excel, open the 


Excel file has no effect on the Word document. You 
can read about copying a static range of information 
from Excel to Word in the section “Copy Excel Data 
into Word.” 


Embedding an Excel workbook in a Word document 
does not create a link between the two documents; 
any changes you make in either document are not 
reflected in the other. However, using an embedded 
workbook, you can edit the Excel data directly in 
Word, and you have access to all the information in 
the Excel workbook. 
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© Click Paste Special. 










Dusen. Plan fer a Shiri Duceretidice « Meereach Ward 


. . ‘ . tr 
me Ss A ee | zeae 


References = twlings «Review «view oe 
. «© . =— = i — a i My eina 
A A faa -) ; 1 4 i = al 7 AsHbGrts AaBAcee AaBk Aabbt ; AW ea 
Sas EF 1 Caghicr fous oT Reaing 1] DT Headiesg 3 Charge : kee 
11 









Word opens the Paste 
Special dialog box. 


@ Click Microsoft Excel 
Worksheet Object. 


a Click the Paste radio 
button (© changes 
to @). 


@® Click OK. 
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The information from 
Excel appears in the 
Word document as an 
object. 






Widgets 
Gadgets 
Sed gets 


@ If you click the object, 
handles appear. 


©® Double-click the object. 


What happens if I click the Microsoft Excel 
Worksheet Object option that is available 
and I click Paste link in the Paste Special 
dialog box? 

w You insert but do not embed an object in 
the Word document. Instead, you create a 
link between the Word document and the 
Excel workbook. When you double-click the 
object, Excel displays the workbook. That is, 
you do not see the Excel Ribbon replace the 
Word Ribbon, as shown in this section. 
Instead, you switch to Excel. If Excel is not 
open when you double-click the object, 
Excel launches and then opens the 
workbook to which you linked. You do your 
editing in Excel, and the object in Word 
updates. 
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What are the advantages and 
disadvantages of embedding a workbook 
instead of linking it? 

‘Ww When you embed a workbook in a Word 
document, the Word document is 
complete. You can move the Word 
document to any computer anywhere, 
open it, and all the information you want in 
the document appears. If you link and 
move the Word document but not the 
Excel workbook, the Word document will 
be incomplete when you open it. So, when 
you move files, you must remember to 
move both the Word document and the 
Excel workbook. The disadvantage to 
embedding concerns file size. Because the 
embedded workbook is actually part of the 
Word document, embedding creates a 
larger file size than linking. 
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Embed an Excel Workbook 
into Wor d (continued) 


hen you embed an object, you do not 
create a connection between the Excel 
workbook that contains the original 
information and the Word document where you copy 
it. If you make changes in the Excel workbook after 
you embed it into a Word document, the Word 
document does not update to reflect the changes. The 
embedded information in the Word document is not 
part of the Excel workbook from which you copied it. 





When you embed an Excel workbook in a Word 
document, you select worksheet data and then copy it 
to the Windows Clipboard. But when you paste it, you 


Embed an Excel Workbook into Word (continued) {| 


paste more than just the worksheet data that you 
selected; you paste the entire workbook. You can edit 
the embedded object in Word without switching to 
Excel, and when you edit the object, you use Excel’s 
Ribbon, not Word’s Ribbon. In addition, all the 
worksheet tabs contained in the Excel workbook 
appear when you edit the object in Word. 


If you make changes to the embedded object in Word, 
those changes will not appear in Excel because there is 
no link between the embedded object in the Word 
document and the Excel workbook from which you 
copied the information. 








@ Excel’s column letters and 
row numbers appear. 





@ The Excel Ribbon replaces 
the Word Ribbon. a . i 


@ Scroll down. 





Peg har de, | Weare RE! ep, | 







| January February Mareh April May 
§ | Widgets 138 165 14s 139 155 isa 8 (fs 
6 Gadgets 
wi | Sodpets 


eb 16% 17a iGo 195 

165 129 aug 150 160 3 iin 
4 \Fotal Sal $439 $512 S57 $59 Soyo f5ag gota 
ai 


B50 

ane. + Fr ; eWidpes 
ipo — : om : Calpe 
ane wo Deed ert 
* | {| 





june Total Saleu| # 





4708 Le 







6 Month Sales Figures for 
2010 








More of the current 


| 


worksheet becomes 5 | Widgets 
= 5 Ga 
visible, and you can see + acigel 


worksheet tabs, indicating 
that you brought in more 
information than you 
copied. 





January February Mareh April May dune Total Sabea| | 
135 16a tas 1g 55 isa 6 f Bye | | ES 
ey Lea iva io 15 
165 18g 33 190 1G By Sis) | 

6 Total Sal $4? Ss fe £5 $e ba facts | | 

3 | 





iff 6 6LoT 


6 Month Sales Figures for 
2010 
ei idgaes 


- Gelpes 
w Selene 


Bi 2 wei! 


@ Make a change to the 


worksheet information. 


If affected by the 
change, chart 
information also 
updates. 


© Click here to switch to 
Excel. 


@ The cell information 
does not change. 


@ The chart information 
does not change. 


To redisplay the Word 
Ribbon, click Word on 
the Windows taskbar 

and then click outside 
the embedded object. 


in Word? 
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‘Is there a way to embed an Excel 
workbook into Word but start the process 
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Can I embed using drag and drop? 


w Yes — if you set up the windows so you see 
the Excel information to embed in a Word 


chapter 3 0 


Vv 


Yes. Open the Word document into which 
you want to embed an Excel workbook and 
then position the insertion point where the 
workbook object should appear. Click 
Word’s Insert tab and then click Object in 
the Text group. In the Object dialog box 
that opens, click the Create from File tab. 
Click Browse to navigate to the Excel 
workbook that you want to embed. Click 
Insert and then click OK. The Excel 
workbook is embedded in the Word 
document, and you can double-click it and 
expect the same behavior you see in this 
section. 


document at the same time that you view 
the Word document. In Windows 7 or 
Windows Vista, right-click on the Windows 
taskbar and then click Show Windows Side 
By Side or Show Windows Stacked. In 
Windows XP, you can right-click on the 
Windows taskbar and then click Tile 
Windows Vertically or Tile Windows 
Horizontally. With both windows visible 
on-screen, select the Excel information and 
then press and hold Ctrl as you click and 
drag the border of the range from Excel to 
Word. When you release the mouse button, 
a copy of the Excel range appears in the 
Word document as an embedded object. 
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Create an Excel 





Worksheet in Word 


hile working in Word, you can create an 
Excel worksheet. Although Word contains a 
Table feature, creating an Excel worksheet 
gives you the benefit of using familiar formulas and 
functions while you work in Word to create your 
tabular information. 





For example, suppose you are preparing a report, and 
you need to set up a short, quick worksheet to sum 
product sales numbers and calculate the percentage of 
total sales for each product. You certainly could create 
the worksheet in Excel and then embed or link the 


Word? Instead, you can create a new Excel worksheet 
while you work in Word. You do not even need to 
open Excel to create an Excel worksheet in a Word 
document. 


While you work in the worksheet, the Excel Ribbon 
replaces the Word Ribbon, so all the familiar Excel 
commands are available to you. The Excel column 
letters and row numbers also appear in the worksheet 
to help you identify the position of the cell pointer. 
You can use any Excel command as you work in the 
worksheet. 


information in your Word document, but why leave 


Create an Excel Worksheet in Word _ 
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© Click the Insert tab. 
® Click Object. 


The Object dialog box 
opens. 


) Click the Create New tab. 
© Click Microsoft Excel 
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An Excel worksheet 
appears. 


Note: The worksheet appears 
off-center and might cover text 
in the document, but that 
appearance is temporary. 


@ Column letters and row 
numbers appear. 


@ The Excel Ribbon and 
Formula Bar are available. 


© Type your information into 
the worksheet. 


© Click anywhere outside 
the worksheet in the Word 
document. 


The worksheet takes on 
the appearance of an 
object. 


The Word Ribbon 
reappears. 


The Excel features, 
including column letters, 
row numbers, the Excel 
Ribbon, and the sheet tab, 
disappear. 
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How can I see more of the 
Excel worksheet as I work? 


w Drag any small black 
square around the edge of 
the worksheet outward to 
enlarge the visible area of 
the worksheet. The 
number of rows and 
columns that appear after 
you click outside the 
worksheet is determined 
by the number of rows and 
columns that are visible 
while you work in the 
worksheet. So, you can 
remove empty rows and 
columns by dragging 
inward instead. 


What should I do if | need 
to use a command that is 
not available on the Ribbon 
in Excel? 


Vv 


As you work on the 
worksheet in Word, you 
use the Excel Ribbon and 
the Excel Quick Access 
Toolbar. You can add a 
command to the Ribbon or 
the Quick Access Toolbar 
in Excel, and this 
command also appears as 
you work on the worksheet 
in Excel. 


Do I need to save the Excel 
worksheet, and if so, how 
do I save it? 


w When you use the steps in 


this section, you embed an 
object in Word that 
happens to be an Excel 
worksheet. When you save 
the Word document, you 
also save the Excel 
worksheet object. 
However, you do not save 
the Excel worksheet as a 
separate Excel file. 
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Use Excel Data to Create 
Mailing Labels in Word 


ou can use an Excel workbook that contains 
name and address information to create 
mailing labels in a Microsoft Word document. 
To create mailing labels in Word using an Excel file as 
the source of the address information, you perform a 
mail merge operation by using the Mail Merge feature 
in Word. 


Before you start working in Word, make sure that your 
Excel workbook contains the information needed by 
the mail merge operation in a format the Mail Merge 
feature can recognize. The name and address 
information for each addressee should appear on a 





single row, and each piece of information over which 
you want independent control — a field — should 
appear in a separate column in the workbook. 


Performing a mail merge is actually a multipart process. 
In addition to setting up your Excel workbook, you 
select the mailing label that corresponds to the one 
you plan to use so Word can format the mail merge 
document properly. Word opens a dialog box, where 
you can select the vendor whose mailing labels you 
purchased and then select the product number of the 
mailing label. If you do not find your mailing label 
listed, you can create a custom label. 


Use Excel Data to Create Mailing Labels in Word 
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@ Open Word and then start 
a new blank document. 


@ Click the Mailings tab. 
@ Click Start Mail Merge. 
@ Click Labels. 
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The Label Options 
dialog box opens. 


&® Click an option to 
select the type of 
printer you want 


(© changes to @). 


© Click the Label vendors 
drop-down arrow ([=]) 
to select a label 
vendor. 


@ Click the label's 
product number. 


@ Information about label 
dimensions appears 
here. 


@ Click OK. 


Word sets up the 
document for the 
labels you selected. 


Attach the Mailing List 
Workbook 


@ Click Select Recipients. 
@ Click Use Existing List. 


Phiri 
—= = di, 
i | 
Envelopes. Label: 


crews 


Leigert 


Latest ieborrnation 
Label wenders: avery U6 Lethe 


Sharing Excel Data with Other Programs 







Paoe Cayouit Reterenctes 


‘y 





= 
| 
Pe 


3/Sla © 


SCE Rea] 
erge = jAmeanlentesiheriparrbil I 


‘ePERh El 


Typr Ale ilak.., 
(ne Exiakiop Lint... 


teleet trom Gutionk Cortects... 






chapter 3 0 






=<_9 


Label indcenation 


a | 





Types 





Mallinal Hee ‘Whew Dein Lagut & 7] 


Sree Invent Mee 5 ; Frew 
1 Firdde Birch lire Fosici fy Updete labels | pesajit kien 
Miike fa lnaest Fields Previews Resilli Faniahi 








What should | do if I do not see my label 
vendor or the product number that | 
need? 


w You can create a custom label. Use the label 
information in the lower-right corner of the 


Label Options dialog box to find a label that 


is close in size to your labels. Then, click the 
New Label button to display a dialog box 
that you can use to establish settings, such 
as the margins, height and width, and 
number across or down, to describe your 
labels. In the Label Name field, type a 
name for your custom label. When you 
click OK, Word displays the label vendor as 
Other/Custom, and the name you assigned 
appears in the Product Number list. 


What happens if | click the Details button 
in the Label Options dialog box? 


w Word displays the Mailing Labels 
Information dialog box, specific to the label 
you selected in step 7. You see the paper 
size and the number of labels that appear 
across and down the page. You also see the 
top and side margins as well as the vertical 
and horizontal label dimensions. Although 
you can change this information, you 
typically do not. 


My document does not show lines that 

demarcate each label. What did I do 

wrong? 

w Nothing. To display lines, click the Table 
tab, click View Gridlines, and then click the 
Mailings tab again. 
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Use Excel Data to Create 
Mailing Labels in Word (continued) 


fter you select or create a mailing label workbook is closed when you connect it to the Word 

format, Word formats the document to match document, you cannot open the Excel workbook as 

the labels you are using. You then attach your long as the mail merge document is open in Word. 
workbook to the mail merge document that Word You can, however, open the Excel workbook before 
creates. Attaching your workbook is not difficult; Word you start the mail merge in Word and still successfully 
prompts you to navigate to the folder where you connect the two files. If your Excel workbook is open 
stored the workbook and select it. If the workbook when you connect it to the Word document, you can 
contains more than one sheet, Word prompts you to make changes to the Excel workbook, and because 
select the sheet containing the mailing label you have created a connection between the two files, 
information. you can update the Word document to reflect the 


After you connect the Word document to your Excel changes. 


workbook, some editing restrictions come into play 
concerning your Excel workbook. If your Excel 


Use Excel Data to Create Mailing Labels in Word (continued) 





The Select Data Source 
dialog box opens. 


© Navigate to the folder 
containing the mailing list 
workbook and then click 
the workbook. 


@ Click Open. 
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The Select Table dialog 
box opens, displaying the 


|. Qutlook Files 


Ui Project ) 2010-conditional formatting.xsx 
sheet names of each Ui tre vvord 82) 2010-pivottable-bankingods 
worksheet in the >. Public Documents = fel i 


workbook. 


© Click the worksheet 
containing the mailing list. 


| New Source... 


File name: 2010 Mailing Listxdsx 


@ If the first row of the 
worksheet does not 
contain headings, click the 
First row of data contains 
column headers check 
box (|| changes to |L1). 


© Click OK. 
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@) Click Address Block. 


The Insert Address 
Block dialog box 
opens. 


® Click a format to use 
for the recipient’s 
name. 


@ A preview of the 
selected format 
appears here. 


© Click OK. 
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Can I create mailing labels 
for only some of the 
recipients stored in the 
Excel workbook? 


w Yes. After completing the 


What should | do if 
information in my Excel file 
does not appear in the 
Insert Address Block 
preview? 


What does the Auto Check 
for Errors button on the 
Mailings tab of the Word 
Ribbon do? 


w When you click this button, 


steps in the subsection 
“Attach the Mailing List 
Workbook,” click the Edit 
Recipient List button on 
the Mailings tab of the 
Word Ribbon. The Mail 
Merge Recipients dialog 
box opens. A check box 
(iM) appears beside each 
person’s name. Click 
beside any addressees for 
whom you do not want 
to create a mailing label 


((iv] changes to |_|) and 
then click OK. 


w Click Match Fields. Word 


displays the Match Fields 
dialog box, which lists 
fields for typical 
information that might 
appear in an address. 
Beside any field Word 
could not identify, “(not 
matched)” appears, along 
with a drop-down arrow 
(L-]). Click [+] to display a 
list of the fields in your 
Excel workbook and then 
select the Excel workbook 
field that corresponds to 
the Word field name. 


Word gives you the 
opportunity to determine 
whether you have correctly 
set up the merge. The 
Checking and Reporting 
Errors dialog box opens; 
click a radio button (© 
changes to @) and then 
click OK. Depending on 
the option you choose, 
Word reports errors as they 
occur or in a new 
document. 
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Use Excel Data to Create 
Mailing Labels in Word (continued) 


the mailing label to represent the address block. 

A merge field is a placeholder for the information 
that changes as Word performs the mail merge; in the 
case of the mailing label, the changing information is 
the address block. You can then preview the way your 
mailing labels will look with your address information 
on them. 


/ n the Word document, you add a merge field to 


After you confirm that the information is laid out 
correctly, you complete the merge by selecting a 
destination for the merged information. You can 
merge to an individual document, as shown in this 





example; Word creates one document that contains as 
many pages as needed to merge all the information. 
So, for example, if you have 100 names and addresses 
for which you want to create mailing labels and the 
labels you use are formatted 14 to a sheet, the 
merged document will contain 8 pages. 


If you prefer, you can merge directly to the printer 
and avoid creating a Word document. You can also 
merge to e-mail messages; you typically use this 
option when you are merging information for a letter 
that you want to send electronically rather than when 
you are creating mailing labels. 


Use Excel Data to Create Mailing TUL Cit (continued) 





@ Word adds the <<Address 
Block>> merge field to the 
first label. 














@ Click Update Labels. 


Word adds the Address 
Block merge field to all 
the labels. 


‘S Click Preview Results. 


Word displays a preview 
of your labels, replacing 
the merge field with 


~atdrevvhleeko| <~——<$<—® ehiewt Meet 


ehieat RecordrecaddressBecd 
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information from the 
mailing list workbook. 


@ You can click these Linden ali 
buttons to preview the 
next label and previous 
labels. 


© Click Finish & Merge. 


©@ Click Edit Individual anal 
Documents. 
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© Click a radio button to 


The Merge to New 
Document dialog box 
opens. 
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whom you want to 
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What do the various 
choices in the Merge to 
New Document dialog box 
do? 


w Click the All radio button 
(© changes to @) to 
create a mailing label for 
each entry listed in the 
Excel workbook. Click the 
Current record radio 
button (© changes to @) 
to create mailing labels for 
the page of labels you are 
previewing. Click the From 
radio button (© changes 
to @) and then supply 
numbers to specify pages 
of labels to create. 


How do I! print the labels? 


Ww Load the labels into your 
printer. Click [- beside the 
Quick Access Toolbar and 
then click Quick Print to 
add the Quick Print button 
to the Quick Access 
Toolbar. When you click 
this button, the labels print 
immediately; you do not 
have the opportunity to 
select a printer. To select a 
printer, click the File tab 
and then click Print to 
open the Print dialog box, 
where you can select a 
printer and make other 
printing adjustments. 


Can you explain the Send 
E-mail Messages option 
in the Finish & Merge 
drop-down list? 


w You use this option if you 
selected E-mail Messages in 
step 4 of the subsection 
“Select a Mailing Label.” 
Suppose you want to send 
a standard message to 
each of your customers, 
but you want to 
personalize the messages. 
You can create a mail 
merge e-mail message that 
addresses each recipient by 
name and is sent 
separately to just that 
recipient. 
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Copy Excel Information 
into PowerPoint 





ou can copy a range of Excel information from 

an Excel workbook to a PowerPoint slide. 

Using Paste Options, you can paste the 
information into PowerPoint by using PowerPoint 
formatting and then use the formatting you applied in 
Excel or as plain text. You also can paste the 
information as a picture or embed the object as a 
drawing. 


If you paste the information by using either source or 
destination formatting, PowerPoint treats the object as 
a table, and you can format the information by using 
table tools. If you paste the information as plain text 
or as a picture, you can use picture tools to format the 
information. 


Copy Excel Information into PowerPoint 


If you embed the information, PowerPoint treats the 
embedded object as a drawing, and you can apply 
formatting by using drawing tools. 


When you embed the object or paste it by using 
source or destination formatting, you can edit it in 
PowerPoint. Any edits you make do not affect the 
original data in Excel. The main difference between 
embedding and pasting is the way you edit: by using 
Table Tools or by using Drawing Tools. 


If you expect the Excel information to change and you 
want to keep the PowerPoint slide up to date, you can 
paste and link the Excel data to the information on the 
PowerPoint slide to the Excel workbook. 





@ Open the workbook in Excel 
containing the information you 
want to copy to PowerPoint. 


® Select the information you want 
to copy to PowerPoint. 


Note: Format your Excel data to 
match the PowerPoint slide formatting 
for a more attractive slide. 


@ Click the Home tab. 


@ Click Copy ((). 


© Open PowerPoint and the 
presentation to which you want 
to copy Excel information. 


© Display the slide that should 
contain the information. 


Note: Use a blank slide or a slide 
with just a title. 


@ Click the Home tab. 


© Click the Paste drop-down 
arrow ([-]). 


© Point the mouse pointer at a 
Paste Option button. 
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Click to adel motes i. 
a = 


@ Live Preview displays the 


appearance of the object if 
you click the Paste Options 
button at which the mouse 
is pointing. 


@ This example shows the 


appearance if you embed 
the information. 


@ Click a Paste Option. 


» The information from Excel 


appears on the PowerPoint 
slide as an object. 


Because the object in this 

example is embedded, the 
Drawing Tools Format tab 
appears on the Ribbon 


when the object is selected. 


You can move or resize the 


graphic object as necessary. 


Can I copy and paste an 


Excel Chart into 
PowerPoint? 
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‘Widets 
aters 





What happens if | click 


Paste Special in step 97 


Vv 


w Yes. The process is identical 
to the one described in this 
section. You can paste a 
picture or you can use 


source (Excel) or 


destination (PowerPoint) 
formatting combined with 


either linking or 


embedding the chart. 
Pictures are static objects. 
You can double-click an 
embedded object and 
make changes that do not 
affect the Excel file. When 
you link, you can make 
changes in the Excel file 


that appear in the 


PowerPoint presentation. 


The Paste Special dialog 
box opens. Using this 
dialog box, you can 
choose Paste to embed the 
information, which has the 
same result as the one 
shown in this section. If 
you choose Paste link, the 
information in PowerPoint 
can be updated with any 


changes you make in Excel. 


You simply change the 
data in Excel, and when 
you open the presentation, 
PowerPoint prompts you 
to update the linked 
object. 
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How do I edit the 
information that I copied 
into PowerPoint? 


v 


Edit source- or destination- 
formatted objects by 
double-clicking them 

and then typing or using 
table tools. When you 
double-click an embedded 
object, the PowerPoint 
Ribbon is replaced by the 
Excel Ribbon, and Excel 
column letters and row 
numbers appear. Make 
your changes; they do not 
affect the original Excel 
workbook. When you finish 
editing any object, click 
anywhere on the 
PowerPoint slide outside 
the Excel graphic. 
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Import Excel Information 


into Access 


ou can import an Excel worksheet into Access 
to take advantage of Access features that are 
not available in Excel. For example, you might 
want to create Access reports or forms by using data 
you originally set up in Excel. You can import the 
information you have already set up in Excel into a 
new or existing table in an Access database without 
affecting the Excel workbook. You can import a 
named range or an entire worksheet. If you want to 
import a workbook that contains multiple worksheets, 
you must import each worksheet separately by using 
the steps in this section. The worksheet or range can 
contain headings in the first row. 





You should use the technique described in this section 
when you anticipate importing the same Excel 
information into Access on a regular basis. This 
technique does not create a connection to the 
information stored in Excel. Changes to the 
information in Excel do not appear automatically in 
the Access table. 


You do not need to open the Excel workbook when 
you import it into Access. You can import the 
worksheet or range into a new or existing Access 
database. This example imports an Excel worksheet 
into a new table in an empty Access database. 





@ In Access, create a new 
database or open the 
database into which you 
want to import the Excel 
worksheet. 


® Click External Data. 
© Click Excel. 


The Get External Data 
dialog box opens. 


@ Click the Import the 
source data into a new 
table in the current 
database radio button 


(© changes to @). 
& Click Browse. 
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Get External Data - Excel Spreadsheet 










Select the source and destriaton of the data &€ 


Soeafy the source of the data, 


Ee rare; Clow e Flaine Manno ries] | Worse 


Speofy how and where you wart to store the data in the current databace, 


@ Import the source deta into « new table in the current detebase. 


1) the specified Leable does ret exit, Access val create KR. It ve spect ied lable already exists, Access magi overwrite ds contents 
with the angerted cota. Changes made tn the source data wal not he reflected in the database 


Append a copy of the records to the tablet Geo iee 
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Link ta the data source by creating o linked table. 


Access wll create 5 table that wal maintain 4 irk to the source dats in Excel. Changes made to the source date in Luce! will be 
reflected i Ue inked Lable. Muevever, the source dels caret be charged from vellan Access, 


Cancel 


The File Open dialog box opens. 


© Navigate to the folder where the 
Excel workbook is located. 


® Click the workbook containing 
the table you want to import. 


© Click Open. 


The Get External Data dialog box 
reopens. 


© Click OK. 


The Import Spreadsheet Wizard 
opens. 


@) Click a radio button (© changes to 


@) to import a worksheet or range. 


GD Click the worksheet or range you 
want to import. 


@ A preview appears here. 


® Click Next. 


What should I do? 


‘Ww You can copy and paste the information 


‘Ido not anticipate needing to import the 
Excel information into Access very often. 
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In the Get External Data dialog box, what 
does the Append a copy of the records to 


the table option do? 


from Excel to Access. In Excel, select the 
information you want to use in Access. Click 
the Home tab and then click Copy (| ). 
Switch to Access and then create a new 
table by clicking the Create tab and then 
clicking Table. Access displays the new table 
in Datasheet View. Click the Home tab, and 
in the Find group, click Select; from the 
menu that appears, click Select All. Then, 
click Paste. Access displays a message asking 
if you are sure you want to paste the 


selection; click Yes. 


w You can use this option to add the Excel 


information to an existing Access table that 
you select. The structure of the Excel 
information must match the structure of the 
Access table or you will not be able to 
successfully import the information. For 
example, if the Access table contains a 
primary key, you must ensure that the Excel 
information contains a field for the primary 
key and that each value is unique. Similarly, 
you must ensure that any column headings 
in the worksheet exactly match Access table 
headings and then add to the Access table 
any Excel fields that are missing. 
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Import Excel Information 
into Access (continued) 


s you set up an import, you answer a series of 

questions. You identify the workbook 

containing the information you want to 
import and whether you want to import the 
information into a new table or an existing table. You 
select the worksheet or named range in the workbook 
that you want to import. You can indicate whether 
your worksheet contains field headings in the first row 
of the data, and if the headings are valid in Access, 
Access uses those headings in the Access table. If they 
are not valid, Access adjusts them for you. 


You can describe the type of information stored in 





each column; for example, if a column contains dates, 
you can make sure that Access recognizes the dates. 
You also can choose to skip importing certain fields. 


You can specify how to handle the primary key for the 


table, and you can assign the Excel sheet or range 


name to the Access table or create a new name. And, 
finally, you can save the settings you create during the 
process so you do not need to set up the import the 
next time you want to bring the table information into 


Access. 


Import Excel Information into Access (continued) 





The next Import Spreadsheet Wizard 
screen opens. 


@® Click the First Row Contains Column 
Headings check box (|L]]| changes 
to |lv|) if the worksheet contains 
headings in the first row that you want 
Access to use. 


Note: You may see a message explaining 
that some of the names are not valid and 
that Access will replace them with valid 
names. Click OK. 


@ Click Next. 


The next Import Spreadsheet Wizard 
screen opens. 


@ Click each column and make sure that 5 
Access correctly identifies the type of 
information. 


@ You can select a column and then click 
the Do not import field (Skip) check 
box to tell Access not to import a 
column (|_| changes to |v). 


© Click Next. 
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The next Import 
Spreadsheet Wizard 
screen opens. 
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(© changes to @) to 


Merose® Acorss recoenteencts that you deft a crenary bey for your new labile, A orpeary bry @ used te 
uniquely identi#y each record in your table. It slloes: you to retrieve data more quickly 








fp Toate Amount [Account Type [Opened By ‘|Branch fiFieias 


2/2/2010 19.95 fOlr Prene 





























specify how to define 7 sieect Seles hoenis 5 
. 2 9.95 mternet fFustemes Service Phoenix 
h k f 9.95 [nrernec Customer Service Phoentx 
t e primary ey Or your 4g 9.95 Package Jirect Sales hoenix 
table 9.95 WOIP Phone (ustomer Service East Vailey 
. 4 9.95 Hnternet pustomer Service Phoenix 
7 3.95 ackage itect Sales eet Valley & 
° 59,95 internet itect Seaices ast Valiecy 
@® Click Next. $ 9.95 iTV Customer Serviee East Valley Exi: 
10] 9.95 Package Customer Service East Valley 
fl 9.95 beverae Mivect Sales hoenix 
22] 9.95 Onternec Customer Service Phoenix 
The next Import = 2.95 iv -ustowes Service Phoenix 


af 
n2/2/2010 he.os bore Phone irect Sales hoentx 


Spreadsheet Wizard 
screen opens, where 
you supply a name for 
the Access table. 












| All Access Objects 



























search Dale Amount - AccountTyp- Opened Dy - Granch - Customer - 
: — § =. 12/2/2000 14.58 VOIP Phone Direct Sales Phoenix Existing 
Cl ick Fin ish . 2 12/2/2010 39.95 Imernet Customer Serv Phoenix Existing 
2 12/2/2010 39.95 IMernet Customer Serv Phoenix New 
4 12/2/2010 99.95 Package Direct Seles 3 = Phoenix Existing 
A scree n a p pea iS, 12/2/2010 19.95 VOIP Phone Customer Serv East Valley Existing 
7 . 12/2/2010 39.95 Internet Customer Serv Phoents New 
en abl I Ng you to save 7 12/2/2010 F995 Package Direct Sales West Valley Existing 
: 8 12/2/2010 39.95 Internet Direct Seles East Valley Existing 
th e | mM port ste ps : ® 12/2/2010 59.95 TV Customer Serv Last Valley Existing 
10 12/2/10 99.95 Package Customer Serv East Valley News 
7 it 12/2/2010 39.55 internet Direct Sales Phoeni Existing 
20) Cl ick Close ‘ LP 12/2/2010 19.95 internet Customer Serv Phoenix Existing 
13 12/2/2010 59.95 TV Customer Serv Phoenix Existing 
. “4 12/2/2010 12.95 VOIP Phone  DirectSeles Phoenia Txisting 
) Double-click the table iS 12/2/2010 39.95 internet Customer Serv Phoenix Existing 
1 16 12/2/2010 99.95 Puckage Customer Serv West Valley Existing 
that appears In the 17 12/2/2010 79.95 Package Customer Seev East Valley Existing 
1s 12/2/2010 $9.95 TV DirectSeles = Phoenix Existing 
Access d atabase : io 12/2/2010 59.95 TV Custerner Serv West Valley Cxisting 
20 12/2/2010 29.95 Internet Direct Saler = Phoenix Existing 
@ The contents of the n 12/2/2010 $4.95 TV Customer Serv East Valley New 
22 12/2/2010 19.95 VOIP Phone Customer Serv East Valley Existing 
ta b | e a p pea r 23 12/2/2010 39.95 internet CustomerSery West Valley Existing 
a4 12/2/2010 99.95 Package Direct Seles = Phoenix New 
25 12/2/2010 59.95 TV Customer Sery Phoent« Existing 
26 12/2/2010 59.95 TV Customer Serv East Valley Existing 
a7 12/2/2010 90.95 Package Direct Sales = East Valley Existing — 





Arcore 4 lofai! © BP ‘ . Veanh ‘ , 





What are the choices How do | save the steps to If | save the import steps, 
concerning a primary key? import this table? how do I use them again? 
w Aprimary key uniquely wv On the last screen of the w In Access, click the External 

identifies each record in Import Spreadsheet Data tab and then click 


the table; using a primary Wizard, click the Save Saved Imports. The 
key helps you to retrieve Import Steps check box Manage Data Tasks dialog 
information quickly from ((4] changes to |v). box opens. Click the name 





i) 
> 
«| 
a 
_ 


the table. You can let Provide a name that you assigned when saving 
Access add a primary key describes the import and, if the import steps and then 
or you can choose your you want, a description. If click Run. Access does all 
own primary key from the you regularly perform this the work for you and 
column headings in the import and you use displays a message that the 
range or worksheet that Outlook, you can click import completed 

you import. You can also Create Outlook Task to successfully. Click Close, 
choose not to include a remind you to import. and the new table appears 
primary key. Then, click Save Import. in Access. 
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Connect Excel 


to Access Information 


ou can use information stored in an Access 
table to create an Excel worksheet, a 
PivotTable report, or both a PivotChart and 
PivotTable report. When you create an Excel 
worksheet, PivotTable, or PivotChart and PivotTable 
from an Access table, you create a connection 
between the Access database and the Excel workbook. 
Because the two files are connected, you can make 
changes in the Access database and then update the 
Excel workbook to reflect the changes. You do not 
need to reconnect the files to make sure that the Excel 
workbook version is up to date with the latest 
information in the Access database. 





Connect Excel to Access Information . 


Connect Excel to Access 


Hine Piper 


yale Be 


@ Click the Data tab. 
@ Click Get External Data. 


@ Click From Access. 


eet Geta: thefegay 
Data = AR , 


Cocos 
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The Select Data Source 
dialog box opens. ; 
a Navigate to the folder : 
containing the Access is 
database. 12 
@® Select the Access 5 
database. a 

© Click Open. . “| 
. 
sa 


The Select Table dialog 
box opens. 


Pager | pout 


21 Al 








When you create the connection between Excel and 
Access, you can select the Access table to bring into 
Excel. You cannot, however, select specific records in 
the table to bring into Excel. During the connection 
process, you navigate to the folder containing the 
Access database and then, when prompted, you 
identify the table you want to bring into Excel. You 
also specify whether to place the table in the existing 
worksheet or on a new worksheet. If you choose to 
place the table on the existing worksheet, you select 
the location on the worksheet. 
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@ Click OK. 
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The Import Data dialog 


box opens. 


© Click a radio button to 
indicate how you want 


to view the data in 
Excel (© changes 


to @). 


@ Click a radio button to 
indicate where to place 


the data in the 


workbook (©) changes 


to @). 


@ If you select the 
existing worksheet, 
select the cell 
representing the 
upper-left corner of 
the range where data 
should appear. 


@ Click OK. 


@ The Access table 
appears in Excel, 
formatted as a table. 


@ Click [1 to save the 
Excel workbook. 


® Click E to close the 
workbook. 






Sharing Excel Data with Other Programs 





Seheot Fray ted eecvt bo view Ehie diatie im your erorikbood, 


[ Wrens cho rou wean bo get Ure data? 











| i ao ww 


¥|| | = Bookd = Micremualt Face! 
Hanme [rvaeet 


Page laynut Framiales theta evr ‘Views Desalgn pi 


ig tummwue vat Pweottable | yp Prupertes 
- a 
b dipes in Aer 


Table bhaind_20 0 GAY emeve Duplicates 


Tele Mame; (| Meader Kener =) Feat Gulumn 










pL] Taal tren Cj iat Coleen 
Fupnrt Refresh 


“F Redize Teble | Sy Cormert tu Range Ga Unilimt fl Banded Roan () Banded Columns 





chapter 3 0 


__ Properties Foals 7 Cetemal Table Gate Table Stele Oeatian 
Al = te 
ee - 
i 1 Chai 1 LW bowes x 20 bags 
a zcChang 1 1ia4+ 12 o7 bottles ig ly au. 
4 7 aniseed Syrup 1 2 13-550 mi bottles i0 13 70 | 
5 4Chef arton's Cajun Seasoning 3 2/40 - Gor jars az 53 t le 
E | a Chet Anions Gumla Palin —— i 23h owes ; ; #135 i a | 
T 6 Grandma's Boysenberry Sper a 212 - Boe jars 25 120 a 
& 7 Uncle Bob's Onganac Dned Fears Z 712-116 pkgs. a0 15 u | 
a: 8 Northwoods Cranberry sauce 3 2 12-12 o2 jars | av b a 
10 | 4 Mishi kobe Niku Fi 6 16-500 g pkgs. a7 29 0 I 
Ti LO tkura a 6 47-200 ml jurs a1 aL 0 
17 11 Guan Exitialis 5 ake pike. 21 7? Sf 
13 1? Queso Manchego La Pastor i 4 10 400 F pkes 38 af u 
14 Lv Konbu 6 “B2kghox 6 a4 u 
L4 Tofu é 7ap-100gpkgs 32.28 as a 
Le | 15 Genen Shouyu & 2 24-250 ml bottles 15.5 34 0 
iT Lé Pavlova T 332. 500 @ bores 1745 29 i) 
1A | LT Ali Mut ber 7 & 2-4 kp tiers 39 fl fl 
19 ta Carnarven rigers f 81k ke nike, ei. az i 
au} 19 Teatimie Chocolate Biscuits i 3 10 boxes xii pieces a Za u 
et] 30 Sir Rodney's Marmalade o J 30 gift bowes Bl 40 0 
az | 21 Sir Rodney's Scones 0 3 24 pkgs. x 4 pleces io 4 ap 
aa 2 Gustil's Kndckestirted 9 5 74> S00 ¢ pps #1 104 fl 
24 | 74 Tumnbingid g 5 1} 750 p, plleRt. iJ él nl 
ah | _24 Guarana Fantastica 10: 1 ii- aoa mi cane 4a 20 u 
7 75 Nunuta Nub-Nougat-Creme il a 20. 450 g glasses 14 i a 
at) 26 Gumber Gum mibarchen ii 3.100 - 250 g bags j12} 15 0 
oa ® | Sheets Sheet? “Sheets Ea Ss | 





When I tried to connect to the Access 
database, | saw the Data Link Properties 
dialog box after | selected the database. 
What did I do wrong? 


w Nothing. The database to which you want 
to connect is open. Because it is open, you 
need to confirm the information shown in 
the Data Link Properties dialog box. If you 
accept the defaults and click OK, the Please 
Enter Microsoft Office Access Database 
Engine OLE DB Initialization Information 
dialog box opens. Accept the default 


If | choose to create a PivotTable, how 
does Excel arrange the information? 


‘w Excel does not arrange the information. 
Instead, a blank PivotTable appears, and 
Excel displays the PivotTable Field List down 
the right side of the screen. In the top 
portion of the PivotTable Field List, all the 
Access table fields appear. You drag and 
drop them into the PivotTable areas at the 
bottom of the PivotTable Field List. For 
more on working with PivotTables and 
PivotCharts, see Chapter 22. 


settings and then click OK in this dialog 
box; the Select Table dialog box opens, and 
you can continue with step 6. 
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Connect Excel 





to Access Information (continued) 


nce you have connected an Excel workbook 

to an Access database, you can easily keep 

the workbook up to date with any changes 
made to the Access database. You simply open the 
Excel workbook and refresh the data. 


When you connect an Excel workbook to an external 
source of data, such as an Access database, the default 
Excel security settings do not automatically enable the 
connection each time you open the workbook. 
Instead, you see a security warning in the Message Bar 
above the workbook that indicates that the data 
connection is not enabled. However, you can use the 
Message Bar to enable the connection. 


After you re-enable the connection, you can update 
the content in the Excel workbook by refreshing. If the 
database is not open, Excel refreshes the data when 
you request a refresh. If the database is open and in 
use by someone else, you may see a message that tells 
you to try refreshing later; when you close that 
message, you may see another message that asks you 
to confirm the database initialization information. 
When you close that message, the Excel workbook 
updates with the most current Access database 
information. 


Connect Excel to Access Information (continued) 





Refresh after Updating g 


a Open the database and 
table in Access. 


@ Make a change to the 
table. 


® Click [ to save the 
database. 


® Open the workbook in 
Excel. 


@ The changes you made in 
Access do not yet appear 
in Excel. 


@ A security warning 
appears. 


5] Click Enable Content. 
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“What happens if | click Connection 
Properties in step 8? 


w The Connection Properties dialog box 


opens. It contains two tabs: Usage and 
Definition. From the Usage tab, you can 
control the way Excel refreshes. By default, 
background refreshing is enabled. You 

can also control how often Excel refreshes 
and whether Excel refreshes as you 

open the workbook, which may cause 
opening the workbook to take longer 
than opening the workbook without 
refreshing. If you are retrieving data from 
an Online Analytical Processing (OLAP) 
server, you also find settings to control the 
way the information is retrieved. On the 
Definition tab, you find settings that 
describe how the connection is defined. 


How would I use the Definition tab? 
w You can use the Definition tab to switch the 


connection to a different database. You can 
change the connection to a different 
database of the same type, but you cannot 
connect to a different type of database. 

For example, you cannot switch from a 
non-OLAP PivotTable to an OLAP 
PivotTable. You can control the command 
type and text; for example, when you select 
Table from the Command Type list, Excel 
displays the table name in the Command 
Text text box. If you connect to a data 
source that is displayed in Excel Services, 
you can click Authentication Settings to 
select an authentication method. 
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Query Data 





in an External Source 


uppose you want to bring into an Excel 

workbook a subset of information stored in an 

Access table. Although you could bring in the 
entire table and use Excel to filter the data, it is 
conceivable that the table may contain more records 
than Excel can hold. You can therefore create a 
connection to an external data source and bring in 
only the information you need. The example in this 
section uses Microsoft Query, an application that ships 
with Excel, to create a connection to an Access 
database and then import into Excel a subset of the 
information stored in one of the database tables. 


reyes PF ie miei > (Cilmi ge 


You may wonder why you would not use the steps in 
the section “Connect Excel to Access Information” 
instead of the steps in this section. The section 
“Connect Excel to Access Information” describes how 
to connect an Excel workbook to an entire table in an 
Access database, and that type of connection works 
well when you need all the information in the table. 


To establish this type of connection, you go through a 
two-part process. First, you establish the connection 
and then you create and run the query. 





Set Up a New Data 
Source 








Cc 





a Open a new workbook or 
the workbook you want to 
use to connect to the 
external data source. 


® Click the Data tab. 
@ Click Get External Data. 
© Click From Other Sources. 


& Click From Microsoft 
Query. 







Get Cxtemal Retresh 
Data > Alj= Se Fdit Links 


Conmections 


ca Ss Ayia) 


From [From From |Prom Other 
Access Web Text | Sources ™ | 





’ "|= Bookl - Microsoft Excel 
Home Ingert Page ajo CM rceccresael Data Poesehetai! Wiewe 


Al jal? _ & Clea = & Date Validation= > Group- 2 
: alA i Daanmhy eT EJ = 


nnechions 


z 
= | Sort Filter 





Existing 
Lonnections 







i 


2 a — [f= Consolidate 
x Textto Remowe ; 
Mt? Adwanred Columns Duplicates m7 VWihat-Tf Analysis * a Subtotal 


Sort & Pilber Date Tools Outline i 


«A Ungroup * 


GetBt ==, Prom SQL Server 
= Create a connection to a SQL Sencer table. Import data 
— into Excel az a Table or PrvotTable report. 
S From Analysis Services 
a Create a conmection to 3 SOL Serer Analysis Services cube. 
Import data into Eecel as a Table or PivotTable report, 


t From YhAl Data Tmponal 
| Eat Open Of map a AMAL Tile into Excel. 
by Fru Gala Connection Wiican 


eorenl |=] Import daba for an urilisbed formal by usirng thie Data 
10 ea Connection Wizard and OLEDB, 


| by From Microsoft Query &® 
17 a Import data for an unlisted format by uting the Microsoft 


Query Wirard and CURE. 





The Choose Data Source 
dialog box opens. pa 


© Click <New Data Source>. 


& Click the Use the Query 
Wizard to create/edit 
queries check box 


((4| changes to [v/). 
@ Click OK. 
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Visto Database Samples* 








The Create New Data 
Source dialog box opens. 


© Type a name for the data 
source. 


@ Click here (J) to choose a 
driver for the type of 
database. 


This example uses 
Microsoft Access Driver 
(*.mdb, *.accdb). 


a Click Connect. 


The ODBC setup dialog 
box opens for the type of 


database that you selected. 


@® Click Select. 


Sharing Excel Data with Other Programs 
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Create New Data Source” esl 


What name do vou Want togaiwe your data source? 
1. [Cable Sales —— 9 


Select a driver for the type of database you want to access: 


. | Microsoft Access Driver [*.mndb, * acedb] 


Click Connect and enter aryapbormation requested by the driver: 
4 Connect... 


Select a default table for your data source [optionall 
4. rT ¥ | 


save my user ID and password in the data source definition 


ri Cancel | 







ODBC Microsoft Access Setup 


Data Source Name: EE) ok 


Description 
Cancel 


To use this connection 
again for another query, 
what do I do? 


‘Ww Complete steps 1 to 4 in 
the subsection “Set Up a 
New Data Source.” In the 
Choose Data Source dialog 
box, click the name of the 
connection you created 
previously by using the 
steps in this subsection and 
then click OK. The Query 
Wizard starts. Complete 
the steps in the subsections 
“Select Columns to Include 
in the Query,” “Set Query 
Filters,” and “Set Sort 
Options” to set up and run 
your query. 





Bata ._, -\S]]aa_aH_) 


Database: 


Create. .. pce | Gone | free | cope | Aepalr... | Compact... | 


= Sgt Database AAA 


( None 
( Database: 


Sistem El atal 


What do the entries on the 
various tabs in the Choose 
Data Source dialog box 
represent? 


Ww On the Databases tab, you 
see data sources that are 
known to Microsoft Query. 
It is possible that this tab 
might be empty; its 
content depends on the 
data sources that are 
defined on your computer. 
On the Queries tab, you 
see a list of saved queries. 
On the OLAP Cubes tab, 
you see a list of OLAP 
databases that are available 
for query. 


Help 


Advanced... 


What happens when I click 
the Options button in the 
Choose Data Source dialog 
box? 


w The Data Source Options 
dialog box opens. From 
this dialog box, you can 
add path names for 
Microsoft Query to search 
for data sources. In most 
cases, you do not need to 
make changes to any listed 
paths or add any paths. To 
add a path, click the 
Browse button and then 
navigate to the folder you 
want to include when 
searching for data sources. 





Options? > | 
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Query Data in an 


External Source (continued) 





Before creating a query, you create a connection to 
the external data source that remains available to you 
to use over and over; this means that you only have to 
go through the steps to create the connection to the 


ou can use the information in this section to 
not only connect to an Access database but 
also to import data stored in other types of 
external sources, such as XML data or data on an SQL 
Server or an SQL Server Analysis Services cube. Or to 
import another type of data, you can use the Excel 
Data Connection Wizard to create the connection. 


data source once. To create the data source, you 
provide a name for the data source by using a name 
that will help you remember the data source for future 
use. You also select a driver that is appropriate for the 
type of external data source you will query; the 
example in this section uses an Access driver. You then 
connect to the external data source by navigating to it 
by using a typical navigation dialog box that enables 
you to select a drive, a folder, and a database file. 
After you connect to the database, you can optionally 
select a default table to query. 








Query Data in an External Source (continued) 





The Select Database 
dialog box opens. 


@® Navigate to the folder 
containing the database 
and then select it. 


@ Click OK twice. 


The Create New Data 
Source dialog box 
reopens. 


@® Click here (FJ) to select a 
default table. 


© Click OK twice to start the 
Query Wizard. 


698 





Select Database 


Database Mame Directories: 


[Cable Sales. accdb ch. Amy excel 2010 


Access-Excelaccdb  « (cy 
Cable Sales. accdb > Users 
Excel accdb 
Tae aera [= Elaine Marmel 
Nwind-2010.acedb [= Documents 
Bs MY Excel 2010 
(J) web page files > 


Cancel | 
Help | 


[ Read Only 
[ Exclusive 


List Files of T ype: Drives: 


[Access Databases ("mi ~| | Sc: +| Network... | 


Create New Data Source [nen] 


What name do vou want to give your data source? 


le [Cable Sales 


Select a driver for the type of database you wan to access: 


2. | Microsoft Access Driver (*.mndb, * accedb] 


Click Connect and enter any information requested by the driver: 


2 Connect... | C:\Users\E laine Marmel\DocumentsshMY Excel 


Select 4 default table for pour data source (optional): 


Cable Sales 


[ Save my user ID and password in the data source definition 


Bl Cancel | 


Select Columns to Include in 
the Query 


a Click a column that you want 
to include in the query. 


2) Click here ([2]) to include the l 
column in the query. 


@ Repeat steps 1 and 2 for 
each column you want to 
include in the query. 


® Click Next. 
Set Query Filters 


The Query Wizard - Filter 
Data screen appears. 


a Click a column. 


@ Click here ([]) to choose 
an operator. 


© Click here (J) to choose 
a value. 


@ Repeat steps 1 to 3 for each 
filter you want to set. 


@ Each filtered column appears 
in boldface. 


@ Click Next. 





Should I add all columns to 
the query or only selected 
columns? 


w You determine the 
columns to add to the 
query based on the 
information you want to 
view as a result of the 
query. For example, if you 
are importing records from 
the cable company sales 
database and you do not 
care whether the sales 
were made to new or 
existing Customers, you 
have no need to include 
that column in the query. 


Sharing Excel Data with Other Programs 


| Query Wizard - Choose Columns 






Wwihat colurns of data do you want to include in your quer? 


Available tables and columns: 


Acct Type 
Opened By 
Branch 
Caushorner 


Preview of data in selected colurnn: 


Columns in your query: 


aa” 


Cancel | 


Filter the data to specify which rows to include in your query. yi 


IF You don't want to filter the data, click Next. 


Colurin to filter: Only include rowe where 


1D Date 


eb aes is Greater than or equal tc * }2010-12-04 00:00:00 4 


Amount 
Acct Tyoe 


f@ And Or 


lis less than or equal to ~ | [20104207 00:00:00 ~| 


Customer 


fj And © Or 


[a] 





How do I use the Preview 
field in the Choose Columns 
screen of the Query 
Wizard? 

w Click a column in the 
Available tables and 
columns list and then click 
the Preview Now button. 
You do not need to add 
the column to the query to 
preview it. When you 
preview a column, you see 
a list of the data stored in 
that column of the table. 


Cc rid Cc fy 


Cancel | 


What happens if | click 
Options on the Choose 
Columns screen? 


w The Table Options dialog 
box opens. In this dialog 
box, you can select the 
types of information to 
show on the Choose 
Columns screen; for an 
Access database, you can 
show tables, views, system 
tables, and synonyms. You 
can also choose to list 
tables and columns in 
alphabetical order instead 
of the order in which they 
appear in the table. 
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Query Data in an 
External Source (continued) 


fter you create a connection to the external 

data source, you use the Query Wizard to 

create the query. If you are familiar with 
Microsoft Query, you can write the query directly, but 
the Query Wizard makes writing the query very easy. 
You start by identifying the columns of data on which 
you want to report; you can select certain columns or 
you can easily include all the columns in the table. 


Next, you filter the data in the table by selecting a 
column and specifying records to return. Suppose 
your table contains December sales records for an 
Arizona cable company and you want to see sales for 








OT ear ie miei eC meLege Te 


the Phoenix branch office. To set the office filter, you 
select the Branch field, a comparison operator, such as 
“equals,” and a value for the field — in this example, 
Phoenix. 


As the last query option, you can select sort fields for 
the information that the query returns. Then, you 
identify the location in the workbook where you want 
to view the query results; you can place the query in 
Microsoft Query or your Excel workbook. If you place 
the query in Excel, you can select the worksheet where 
the query results should appear. 





Set Sort Options 


The Query Wizard - Sort Order 
screen appears. 


@ Click here (EJ) to choose a 
column by which to sort. 


® Click a radio button to sort in 
ascending or descending order 


(© changes to @). 


Note: You can repeat steps 1 and 2 
to set additional sort order options. 


@ Click Next. 


The Query Wizard - Finish 
screen appears. 


Then by 


=| 


T he fA bu 


Query Wizard - Sort Order 


Specify how wou want your data sorted. 
IF you don't want to sort the data, click Next. 


Sort by 1 


«<Q 


c Hee endina 


Descending 


f Asce din 
© Descendilia 


Query Wizard - Finish 


What would you like to do next? 


® Click a radio button to specify 
where you want the query 
results to appear (© changes 


to @). 


This example returns the query 
results to Excel. 


© Click Finish. 


@® Return Data to Microsoft Excel 


Save Query... | 


© View data or edit query in Microsoft Query 


Caneal_| 





The Import Data dialog 
box opens. 


© Click a radio button to 
specify how you want 
to view the query 
results in Excel 


(© changes to @). 


This example displays 
the results in a table. 


® Click a radio button to 
specify whether the 
data should appear in 
the current or a new 
worksheet (©) changes 


to @). 


Note: If you click Existing 

worksheet, select a cell for 
the upper-left corner of the 
query result range. 


@ Click OK. 


@ The query results 
appear in your 
workbook. 


Import Data 
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Select how you wank bo view this data in your workbook, 


Where do you want to put the data? 


| ala 
ID FA Date 
213 12/4/2010 0:00 
12/6/2010 0:00 





19,95 VOIP Phone Customer Service East Valley Existing = 
39,95 |[nternet / 





12/6/2010 0:00 
12/6/2010 0:00 
12/7/2010 0:00 





39,95 |nternet 
33.95 Internet 
eeae Olle Phone Customer service 


Customer Service East ‘Valley Mew 


Custom er Service 


Customer Service East Valley New | 
| 

East Valley Existing | 

| 


East Valley Existing 
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Can you explain what the And and Or 
options mean when setting up filters? 


w You use both options to set two or more 


conditions for the same column. Using the 
And option usually results in limiting the 
amount of data returned by the query. You 
use the Or option when you want to see 
data that meets either of the criteria you 


set. For example, you could use the Or 
option to indicate that you want to see 
records where the Branch equals Phoenix or 
Flagstaff, and the query returns records that 


meet either criteria. 


When should | choose to return the query 
results to Microsoft Query? 


wv If you know how to use Microsoft Query, 


then you can return the results of the query 
to Microsoft Query. If you do not know 
how to use Microsoft Query, return the 
results to Excel. 


What happens if I click the Save Query 
button on the Finish screen of the wizard? 


v The Save As dialog box opens, offering you 


the option of saving the query in a format 
that is readable by Microsoft Query. In 
addition, the query appears on the Queries 
tab of the Choose Data Source dialog box. 
If you plan to rerun the same query many 
times, you can save yourself time and effort 
by saving the query. 
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Special Characters 


! (exclamation points), 164 

# (pound signs), 87, 89, 181, 269, 310 

$ (dollar signs), 156, 158-159 

% (percent) formula operator, 147 

& (ampersand) concatenation operator, 263 

() parenthesis, 147, 310 

* (multiplication) formula operator, 147, 152-153 
/ (division) formula operator, 147, 153 

@ (ampersand), 147 

[ | (square brackets), 511 

* (exponent) formula operator, 147 

{ } (curly brackets), 174-175, 177 

+ (addition) formula operator, 147, 150-151, 165 
< (less than) formula operator, 147 

< > (not equal to) formula operator, 147 

<= (less than or equal to) formula operator, 147 
= (equal sign), 146, 150, 152 

= (equal to) formula operator, 147 

> (greater than) formula operator, 147 

>= (greater than or equal to) formula operator, 147 
“ (apostrophes), 266-267 

— (subtraction) formula operator, 147, 151 

, (Commas), 45, 207 

“" (quotation marks), 174 

‘* (single quotation marks), 481, 511 


A 


A Date Occurring dialog box, 501 
Above Average dialog box, 493 
Above Chart option, 354-355 


absolute cell references, 156-157, 159, 163, 
184-185, 311 


absolute hyperlinks, 660 

Accept or Reject Changes dialog box, 656-657 
Access, 26-27, 309, 688-695 

Accounting format, defined, 42 
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accounting variation of underlining, 40-41 

Action Number column, History sheet, 655 
ActiveX controls, 620-621 

Add Scenario dialog box, 522 

Add to Dictionary button, Spelling dialog box, 73 
Add View dialog box, 110 

add-ins, 618-619 

addition (+) formula operator, 147, 150-151, 165 


Advanced Encryption Standard (AES) 128-bit advanced 
encryption, 628, 630 


Advanced tab, Excel Options dialog box, 596-597, 
606-613 


After pressing Enter, move selection option, Excel 
Options dialog box, 606 


Alert the user when a potentially time consuming 
operation occurs option, Excel Options 
dialog box, 606 


Align with Page Margins check box, 127 
All Borders option, 55 


All Except Borders option, Paste Special 
dialog box, 162 


All Item Labels command, 469 
All option, Paste Special dialog box, 162 


All Using Source Theme option, Paste Special dialog 
box, 162 


Allow editing directly in cells controls option, Excel 
Options dialog box, 606 


Allow Multiple Filters Per Field check box, PivotTable 
Options dialog box, 473 


Alpha value, 539 

ampersand (&) concatenation operator, 263 
ampersand (@), 147 

Analysis ToolPak, 198-199, 538, 618 
Analysis ToolPak —- VBA, 618 

AND criterion, 281, 303 

AND function, 273, 276-277 

Anova tool, 538-539 

antonyms, defined, 77 

apostrophes (‘), 266-267 





area charts, function of, 338 

arguments, 147, 180 

array constants, 175, 179 

array formulas, 174-179, 201, 535 

arrays, 174-179 

arrow keys, 18-19, 151 

artistic effects, predefined combinations of, 414 


Ask to update automatic links option, Excel Options 
dialog box, 612 


At startup, open all files in setting, Excel Options 
dialog box, 612 


Auto Fill Options button, 149 
AutoComplete feature, 187 

AutoCorrect button, Spelling dialog box, 73 
AutoCorrect feature, 5, 600-602 

AutoFilter feature, 4, 430-431 

AutoFilter icon, PivotTable Field List, 457 
AutoFit Row Height option, 85 

AutoFormat options, 602 


Automatic except for data tables option, Excel Options 
dialog box, 594 


Automatic option, Excel Options dialog box, 594 
Automatic Update of Links option, 514 


Automatically insert a decimal point option, Excel 
Options dialog box, 606 


AutoRecover feature, 604 


AutoRepublish every time this workbook is saved 
option, Publish as Web Page dialog box, 665 


Autosaved Version feature, 22-23 

Autoscale option, 379 

AVERAGE function, 186-187, 203, 550 
Average value, 155 

AVERAGEIF function, 187, 300-301 
AVERAGEIFS function, 304-305 

Axis Labels dialog box, pie charts, 337 

axis options, 380-381 

axis titles, 358-365 

Axis Titles option, Layout tab, 358, 360, 362, 364 
Axis Type options, Format Axis dialog box, 381 


INDEX 


B 


Backstage view, 12-13 
banding, 434-435, 445 
bar charts, function of, 338 
Bernoulli distribution type, 553 
bevels, defined, 414 
Binomial distribution type, 553 
Blur option, Format Axis Title dialog box, 365 
boldface, 38 
borders 
cell, 54-55 
chart title, 357 
creating gridline effect with, 140 
eliminating, 357 
graphic elements, 413 
horizontal axis title, 360-361 
line thickness, 357 
predefined combinations of, 414 
removing, 55 
styles, 361 
Borders button, 54-55 
Bottom Align button, 48 
brightness, adjusting, 401 
Bring to Front option, Selection and Visibility, 417 
Browser tab, Web Options dialog, 614-615 
browsers, selecting, 615 
buttons 
assigning keyboard shortcuts to, 587 
Quick Access Toolbar, 573, 578-579 
Ribbon, 580-581 
Ribbon group, 583, 587 
Ribbon tab, 591 


C 


Calculated Field option, 481 
calculation options, 594-597 
Cap type option, Border Styles tab, 361 
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Cascading Style Sheets (CSS), 614-615 

case, 254-261, 601 

category axis, 333 

cell addresses, 9 

Cell Contents area, 9 

cell names, 166-169, 172-173 

cell pointer, 7 

cell references 
absolute, 156-157, 159, 163, 184-185, 311 
adding numbers by using, 151 


array formulas containing, converting to array 
constants, 179 


mixed, 157, 163 

overview, 146 

PivotTables, 482-483 
relative, 156, 158, 163, 311 


using in formulas with worksheet names and 
cell addresses, 165 


using instead of HLOOKUP function, 243 
Cell Styles option, Home tab, 56 
cells 

aligning content, 48-49 

boldface, 38 

borders, 54-55 

copying formatting, 58 


counting number containing information, 
196-197 


defined, 9 

deleting formatting, 59 
deleting information in, 15 
editing information in, 15 
filling with color, 46 
fonts, 36-37, 39-41 
indenting text, 47 
inserting group of, 81 
italics, 38 

location of active, 19 
merging, 92-93 
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number formats, 42-45 

rotating text, 52-53 

selecting, 64-65 

shrinking text, 51 

styles, 56-57 

subtracting across worksheets, 165 
tracing relationships, 320-321 
underlining, 38 

when data exceeds column width, 15 
wrapping text, 50 


Cells containing formulas that result in an error option, 
Excel Options dialog box, 598 


Cells containing years represented as 2 digits option, 
Excel Options dialog box, 598 


Center button, 49 

Centered Overlay Title option, 355 

centering text, 49 

Change button, Spelling dialog box, 73 

change tracking, 650-655 

chart area, 333, 389 

chart floors, 377 

chart layouts, 332, 334-335 

Chart Output check box, 201 

chart sheets, embedded charts versus, 342 

chart styles, 332, 334, 341 

chart titles, 333, 354-365 

chart walls, 374-375 

chart window, 333 

charts. See also names of specific charts 
applying WordArt, 405 
axis options, 380-381 
blank, 335 
changing data in, 348-350 
changing order of data on, 349 
changing type of, 338-339 
converting to embedded, 343 
data labels, 368-371 
displaying multiple types of, 353 





gridlines, 382-384 
legends, 366-367 
line markers, 386-387 
moving, 342-343 
overview, 5, 332 
plot area, 372-373 
repositioning, 344-345 
resizing, 346-347 
rotation of, 378-379 
selecting layout, 340 
shapes, 388-395 
switching rows and columns, 351 
trendlines, 384-385 
viewing without scrolling, 343 
checking spelling, 5, 72-76 
CHOOSE function, 248-249 
Circle Invalid Data option, Data tab, 324 
circular references, 311 


CLEAN function, removing nonprinting 
characters, 271 


Clear button, data entry form, 427 
Clear Validation Circles option, Data tab, 325 
Clip Art, 398, 401 
color scales, 503 
Color scheme list box, Excel Options dialog box, 592 
Colors button, Excel Option dialog box, 604 
Colors drop-down arrow, Home tab, 39 
Colors Gallery, 63 
column charts, 334-335, 338 
Column input cell field, 533 
column letters, 113, 141, 645 
column sparkline charts, 328, 330 
column titles, 117, 134-136, 447 
Column Widths option, Paste Special dialog box, 162 
columns 
assigning formats to, 265 
banding, 434 
deleting, 81 


INDEX 


freezing, 118-119 
grand totals, 472-473 
hiding/unhiding, 90-91 
inserting, 80, 423, 479 
looking up values in, 240-241 
merging cells across, 92 
number of, 9, 250-251 
repeating, 134-136 
selecting, 65 
swapping, 82-83 
switching, 351 
width of, 15, 50-51, 86-89 
COLUMNS function, 250-251, 253 
combination charts, 352-353 
Comma Style button, 45 
commas (,), 45, 207 
comma-separated files, 27 
comments, 59, 168, 642-645, 656-657 
Comments option, Paste Special dialog box, 162 
Compact Form layout, 468-470 
Compare and Merge Workbooks button, 659 
Compatibility Checker feature, 20, 28 
Compatibility option, Web Options dialog box, 615 
CONCATENATE function, 262-263 
conditional formatting 
color scales, applying to data, 503 
copying to other ranges, 491 
data bars, using to represent data values, 502 
highlighting specific items, 486-501, 504 
removing, 505 
rules for, 506-509 
Conditional Sum Wizard, 199 
conditional sums, 192-193 


Conflicting changes between users options, Share 
Workbook dialog box, 649 


Connection Properties dialog box, 695 
constants, 146, 150, 167 
Context menu, 11 
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contextual tabs, 10 

contrast, adjusting, 401 

Convert option, Info list, 28-29 

Convert Text to Columns Wizard dialog box, 265-266 
Correlation tool, 540-541 

COUNT function, 186, 196-197, 508-509 
Count value, 155 

COUNTA function, 196-197, 310 
COUNTBLANK function, 197 

COUNTIF function, 197, 292-293 
COUNTIFS function, 197, 199, 296-297 
COVAR function, 542-543 

Covariance tool, 542-543 


Create lists for use in sorts and fill sequences option, 
Excel Options dialog box, 612 


criteria argument, 280 

Criteria range field, Advanced Filter dialog box, 441 
criteria ranges, placement of, 309 

CSS (Cascading Style Sheets), 614-615 

curly brackets ({ }), 174-175, 177 

Currency format, 42 

currency symbols, 45 

Current Values column, 529 


Custom Dictionaries button, Excel Options 
dialog box, 603 


Custom format, 42 

(Custom) modifier, 591 

Custom Views dialog box, 110-111 
CUSTOM.DIC file, 74 


Customize the Quick Access Toolbar page, Excel 
Options dialog box, 424 


Cut, copy, and sort inserted objects with their parent 
cells option, Excel Options dialog box, 606 


D 


damping factor, 546-547 
Data Analysis button, 199-200 
Data Analysis dialog box, 200, 538 
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data bars, 502 


Data entered in a table is invalid option, Excel Options 
dialog box, 598 


data labels, 368-369 

Data Link Properties dialog box, 693 

data series, 333, 391 

Data tab, 10 

Data Table dialog box, 533 

data tables, 370-371, 532-535 

Data Validation feature, 311, 322-325, 428-429 

database functions 
averaging records, 298-305 
counting records, 290-297 
finding largest/smallest record, 306-309 
overview, 280-281 
summing records, 282-289 

database range argument, 280 

databases, defined, 280 

Date format, 42 

DATE function, 209, 214, 220-221, 223 

dates 
calculating due dates, 224-225 
calculating elapsed days between, 206-207 
calculating part of, 218-221 
cells containing, highlighting, 500-501 
combination date and time values, 229 
converting text date to date value, 216-217 
determining week of year, 222-223 
entering, 15 
filling ranges with series of, 149 
grouping by weeks in PivotTables, 460-461 
inserting current, 208-209 
serial numbers, 42, 212-215 
sorting in PivotTables, 458 
static values, 213 

DATEVALUE function, 216-217 

DAVERAGE function, 298-299, 302-303 

DAY function, 215 





DB function, 239 

DCOUNT function, 290-291, 294-295 

DDB function, 239 

decimals, 43, 45, 185, 211 

Declining Balance depreciation method, 238-239 
Decrease Decimal button, 45 

Decrease Indent button, 47 

default blank workbook, changing, 31 


Default direction option, Excel Options 
dialog box, 608 


Default view for new sheets list box, Excel Options 
dialog box, 592 


Defer Layout Update option, 453 

Definition tab, 695 

degrees of freedom (df), 549 

Delete columns option, Protect Sheet dialog box, 635 
Delete rows option, Protect Sheet dialog box, 635 
Delete Rule button, 507 


Delimited option, Convert Text to Columns Wizard 
dialog box, 265 


dependent variables, 556 
dependent workbooks, 510 


Dependents radio button, Go To Special 
dialog box, 315 


depreciating assets, 238-239 

Descriptive Statistics tool, 544-545 

desktop shortcuts, 7 

Details button, Label Options dialog box, 682 
Developer tab, 589 

df (degrees of freedom), 549 

Dialog Box Launcher button, 10 

dialog boxes, 630 

dictionaries, 73-76 


Dictionary language option, Excel Options 
dialog box, 603 


Different First Page check box, 127 
Different Odd & Even Pages check box, 127 
digital certificates (digital IDs), 638-639 
digital signatures, 637, 639-641 


digitally signed macros, 565 


Disable hardware graphics acceleration option, Excel 
Options dialog box, 608 


Disable undo for large PivotTable refresh operations 
to reduce refresh time option, Excel Options 
dialog box, 612 


Discrete distribution type, 553 


Display Equation on chart option, Format Trendline 
dialog box, 385 


Distance option, Format Axis Title dialog box, 365 
#DIV/0! errors, 153, 272, 299, 305 

division (/) formula operator, 147, 153 

DMAX function, 308-309 

DMIN function, 306-307 

Document Information Panel, 34 

Document Inspector, 626-627 

Document Inspector button, Trust Center, 623 
dollar signs ($), 156, 158-159 

double underlining, 38, 41 


Double-Declining Balance depreciation method, 
238-239 


doughnut charts, 339 


Download a file periodically that helps determine 
system problems option, Trust Center, 623 


Draw Border button, 55 

Draw Border Grid option, 55 

Drawing Tools Format tab, 403-404, 407 
drop lines, 386-387 

DSUM function, 282-283, 286-287 

due dates, 224-225 

duplicate entries, 440-443, 496-497 
Duplicate Values dialog box, 497 


E 

Edit button, Legend Entries (Series) section, Select 
Data Source dialog box, 349 

Edit mode, 15, 154, 576 

Edit objects option, Protect Sheet dialog box, 635 

Edit scenarios option, Protect Sheet dialog box, 635 
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Edit Shape button, 412 

Edit Word List, Custom Dictionaries dialog box, 75 
editing options, 606-608 

Effects button, 63 

elapsed days, calculating, 206-207 

e-mail, collaborating through, 658-659 


Enable AutoComplete for cell values option, Excel 
Options dialog box, 606 


Enable automatic percent entry option, Excel Options 
dialog box, 606 


Enable background error checking option, Excel 
Options dialog box, 598 


Enable fill handle and cell drag-and-drop option, Excel 
Options dialog box, 606 


Enable iterative calculation option, Excel Options 
dialog box, 594 


Enable Live Preview option, Excel Options 
dialog box, 592 


Enable multi-threaded calculation option, Excel 
Options dialog box, 596 


Enable multi-threaded processing option, Excel 
Options dialog box, 612 


Encoding tab, Web Options dialog box, 616-617 
End key, 18-19 
End Mode message, status bar, 18 


Enforce accented uppercase in French option, Excel 
Options dialog box, 603 


Enter mode, 576 

equal sign (=), 146, 150, 152 

equal to (=) formula operator, 147 

error alert styles, 323 

Error Alert tab, Data Validation dialog box, 322-323 


Error Checking feature, 266-267, 278, 318-319, 
598-599 


errors. See also names of specific errors 
avoiding displaying, 278-279 
avoiding setting up alerts, 325 
overview, 272-273, 310-311 
when editing macros, 569 
Euro Currency Tools, 618 
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Evaluate button, Evaluate Formula dialog box, 317 
Evaluate Formula feature, 316-317 
Excel 

closing, 7 

entering information, 14-15 

functions of, 4-5 

screen, 8 

starting, 6-7 

terminology, 9 
Excel 97-2003 format, 20-21, 28-29 
Excel 2010 format, 20, 28-29 
exclamation points (!), 164 
expanding fields, 467 
exponent (*) formula operator, 147 
Exponential Smoothing tool, 546-547 


Extend data range formats and formulas option, Excel 
Options dialog box, 606 


external reference formulas (link formulas), 510-511 
eye icon, 417 


F 


F Critical one-tail value, 549 

FALSE condition, 276-277 

field argument, 280 

field headers, 452 

field list, 453 

Field Settings dialog box, 471 

File origin field, Text Import Wizard, 671 
File tab, 12-13 

Files tab, Web Options dialog box, 616-617 
Fill Color drop-down arrow, Home tab, 46 


Fill formulas in tables to create calculated columns 
option, AutoCorrect dialog box, 602 


filling 
axis titles, 361, 364 
cells with color, 46 
chart floors, 377 
chart titles, 356 





data table cells, 371 
gradient, 391 
plot and chart areas, 389 
predefined combinations of, 414 
ranges, 148-149 
shapes, 390-391 
Filter button, Name Manager dialog box, 169 
filtering 
lists, 4 
PivotCharts, 485 
PivotTables, 456-457 
removing, 431 
tables, 430, 440-441 
Find & Select option, Home tab, 70 
Find All button, Find and Replace dialog box, 71 
Find Next button, Find and Replace dialog box, 71 


Flag repeated words option, Excel Options 
dialog box, 603 


Font list drop-down arrow, Home tab, 36 

Font size list box, Excel Options dialog box, 592 
fonts, 36-41, 139 

Fonts Gallery, 63 

Fonts tab, Web Options dialog box, 616-617 
footers, 122, 125-127 


For cells with comments, show option, Excel Options 
dialog box, 608 


For objects, show option, Excel Options 
dialog box, 610 


Form button, 424, 425 

Form window, 426-427 

Format cells option, Protect Sheet dialog box, 635 
format conflicts, 491 

Format Painter, 58 

Format rows option, Protect Sheet dialog box, 635 
Formats option, Paste Special dialog box, 162 


Formatted Text (RTF) option, Paste Special 
dialog box, 673 


Formula AutoComplete option, Excel Options dialog 
box, 594 


INDEX 


Formula Bar, 8-9, 114 

formula operators, 147 

formulas. See also names of specific formulas 
converting to values, 160 
copying, 158-159 
displaying, 312-313 
editing, 154 
evaluating, 316-317 
identifying cells containing, 314-315 
naming, 167 
order of precedence, 147 
printing, 312-313 
total row, 438-439 


Formulas and Number Formats option, Paste Special 
dialog box, 162 


Formulas inconsistent with other formulas in the 
region option, Excel Options dialog box, 598 


Formulas option, Paste Special dialog box, 162 


Formulas referring to empty cells option, Excel 
Options dialog box, 598 


Formulas tab 
Excel Options dialog box, 594-595, 598-599 
Ribbon, 10 


Formulas which omit cells in a region option, Excel 
Options dialog box, 598 


Fraction format, 42-44 

fractions, 43 

Freeze First Column item, View tab, 117 

Freeze Panes item, View tab, 118 

Freeze Top Row item, View tab, 116 

freezing items, 117-119 

frequency distributions, 198-201 

F-Test Two-Sample for Variances tool, 548-549 

Full Screen view, 106-107 

Function Wizard button, 9 

functions 
array formulas and, 175 
averaging records, 298-305 
counting records, 290-297 
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functions (continued) 


effect of hiding workbooks/worksheets, 


102, 104 


finding largest/smallest record, 306-309 


logical, 274-277 

overview, 147, 280-281 

summing records, 282-289 
Future Value argument, PMT function, 236 
future values, 234-235, 237 
FV function, 234 


G 


General format, 42-44 
General tab 
Excel Options dialog box, 592-593 
Web Options dialog, 614-615 
Get External Data dialog box, 688-689 
GETPIVOTDATA function, 482-483 
glows, 394, 414 
Goal Seek command, 536-537 
grand totals, 447, 472-473 
graphic elements 
aligning, 418 
artistic effects, 414 
borders, 413 
changing shape of, 412 
cropping, 415 
grouping, 418 
moving, 410-411 
overview, 398-399 
positioning, 416-417 
resizing, 411 
rotating, 419 
screenshots, 400-401 
shapes, 402-403 
symbols, 408-409 
text boxes, 406-407 
WordArt, 404-405 
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greater than (>) formula operator, 147 

greater than or equal to (>=) formula operator, 147 
green triangles, 266-267 

Gridline color button, Excel Options dialog box, 610 
gridlines, 112, 140, 333, 382-384 

Gridlines check box, 112 


Group dates in the AutoFilter menu option, Excel 
Options dialog box, 610 


Group Field button, 461 
Grouped By option, 541 


H 


Header & Footer Tools Design tab, 126 
headers, 122, 124-127, 136 
Headings check box, 113 


Hidden and Empty Cells button, Select Data Source 
dialog box, 337 


Hidden box, Format Cells dialog box, 633 

Hide & Unhide option, Home tab, 90-91, 102-103 
high-low lines, 386-387 

Histogram tool, 200-201 

HLOOKUP function, 242-243 

Home tab, 10 


Horizontal (Category) Axis Labels section, Select Data 
Source dialog box, 348 


horizontal axis titles, 358-361 
horizontal page breaks, 131 
HOUR function, 228-229 
HSL color model, 95 
hyperlinks, 660-661 


icon sets, 504, 507 
IF function, 273-275, 278-279 
Ignore All button, Spelling dialog box, 72 


Ignore Internet and file addresses option, Excel 
Options dialog box, 603 


Ignore Once button, Spelling dialog box, 72 





Ignore other applications that use Dynamic Data 
Exchange (DDE) option, Excel Options 
dialog box, 612 


Ignore words in UPPERCASE option, Excel Options 
dialog box, 603 


Ignore words that contain numbers option, Excel 
Options dialog box, 603 


Import Spreadsheet Wizard, 690-691 


Include in personal view options, Share Workbook 
dialog box, 649 


Include new rows and columns in table option, 
AutoCorrect dialog box, 602 


Include this many sheets field, Excel Options 
dialog box, 592 


Inconsistent calculated column formula in tables 
option, Excel Options dialog box, 598 


Increase Decimal button, 45 

Increase Indent button, 47 

indenting text, 47 

independent variables, 556 

INDEX function, 246-247 

Index_num argument, CHOOSE function, 248, 250 


Indicate errors using this color option, Excel Options 
dialog box, 598 


Info item, File tab, 12 

Information error alert style, 323 

Input Message tab, Data Validation dialog box, 323 
input variables, 535 

Insert Calculated Item dialog box, 480 

Insert columns option, Protect Sheet dialog box, 635 
Insert hyperlinks option, Protect Sheet dialog box, 635 
Insert Options button, 79 

Insert rows option, Protect Sheet dialog box, 635 
Insert tab, 10 

Insert Worksheet button, 99 


Internet and network paths with hyperlinks option, 
AutoCorrect dialog box, 602 


interval value, 551 
italics, 38 
iterations, 537 


INDEX 


J 
joining text, 262-263 
justifying text, 48 


K 


Keep Source Formatting button, 68 
Keep Text Only button, 69 
keyboard shortcuts, 570, 587 
kurtosis, 545 


L 


labels 
consolidating worksheets, 520-521 
creating automatically, 171 
creating range names from, 170 
data, 368-369 
database range, 291 
mailing, 680-685 
PivotTable, 447 
table range, 421 
Labels check box, Histogram dialog box, 201 
Labels option, Sampling tool dialog box, 559 
landscape orientation, 133 
languages, 52-53, 76 
LARGE function, 189 
leading zeros, 43 
LEFT function, 260, 261 


Legend Entries (Series) section, Select Data Source 
dialog box, 348-350 


legends, 333, 366-367, 489 

LEN function, 260-261 

less than (<) formula operator, 147 

less than or equal to (<=) formula operator, 147 
line charts, 332, 338 

line markers, 386-387 

line sparkline charts, 328-331 

link formulas (external reference formulas), 510-511 
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linking worksheets, 510-517 


List changes on a new sheet option, Highlight 
Changes dialog box, 651 


loan payments, 236-237 
logical functions, 273-277 
Long Date format, 217 
lookup formulas, 240-249 
LOOKUP function, 243 
Lotus 1-2-3, 147 

LOWER function, 258-260 
lowercase letters, 258-259 


M 


machine translation, 76 
macros 
adding to Quick Access Toolbar, 572-573 
defined, 564, 566 
enabling, 575 
keyboard shortcuts, adding, 570 
overview, 564 
recording, 566-567 
running, 568-569 
security, 565 
Mail Merge feature, 680-683 
mailing labels, 680-685 
Manual option 
Excel Options dialog box, 594 
Sort dialog box, 459 
margins, 107, 122-123 
marking workbooks as final, 646-647 
MATCH function, 244-245, 247 
Match_type argument, MATCH function, 245 
MAX function, 188-189 


Maximum Change field, Excel Options 
dialog box, 594 


Maximum Iterations field, Excel Options 
dialog box, 594 


Maximum Iterations setting, 537 
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MEDIAN function, 203 

Merge & Center button, 92-93 

Merge Across command, 93 

Merge Cells command, 93 

merge fields, 684 

Merge Scenarios dialog box, 527 

Merge to New Document dialog box, 685 
Microsoft Access, 26-27, 309, 688-695 
Microsoft Authenticode, 565 


Microsoft Excel Worksheet Object option, Paste Special 
dialog box, 673, 675 


Microsoft Office Trusted Location dialog box, 575 
Microsoft Word. See Word 

Middle Align button, 48 

MIN function, 190-191 

Mini toolbar, 11 

MINUTE function, 228-229 

mismatched parentheses, 310 

mixed cell references, 157, 163 

MODE function, 202-203 

MODE.MULT function, 203 

MODE.SNGL function, 203 

MONTH function, 215 

Moving Average tool, 550-551 

multiplication (*) formula operator, 147, 152-153 
multiplying numbers, 152-153 


My table has headers check box, Create Table 
dialog box, 421 


N 


#N/A errors, 175-176, 272, 279, 551 
Name box, 8-9 

#NAME errors, 169, 243, 272, 279 
Name Manager dialog box, 168-171 
negative numbers, 195, 221, 225, 231 
net present value, 232-233 
NETWORKDAYS function, 225 

New Rule button, 507 





New Window feature, 115 
Normal button, 107 
Normal distribution type, 553 


Normal Probability Plots option, Regression dialog 
box, 557 


Normal Probability section, Regression tool, 557 
Normal view, 106-107 

not equal to (< >) formula operator, 147 
NOT function, 277 

NOW function, 209 

NPV function, 232 

#NULL! errors, 273 

#NUM! errors, 273 

Number Filters option, 431 

Number format, 42 

Number Format button, 451 

Number Format menu, 44 

number formats, 42-45 


Numbers formatted as text or preceded by an 
apostrophe option, Excel Options dialog box, 598 


Numerical Count value, 155 


O 


Offline editing options, Excel Options dialog box, 604 
Online Analytical Processing (OLAP), 450 

opening balances, 183 

operator precedence problems, 311 

Options... button, Spelling dialog box, 73 
Options>> button, Find and Replace dialog box, 71 
OR criterion, 281, 297, 303 

OR function, 277 

Orientation button, Print Layout tab, 313 
Orientation section, Format Cells dialog box, 53 
outcropping, 415 

Outline Form layout, 468, 470 

outlines, shape, 392-393 

output matrix, 543 


INDEX 


Page Break Preview, 106-107, 130-132 
page breaks, 130-132 
Page Layout button, 107, 313 
Page Layout tab, 10 
Page Layout view, 106-107, 122, 124-126, 137-138 
page orientation, 133 
Page Up/Page Down keys, 18 
parentheses ( ), 147, 310 
passwords, 628-630, 633 
Paste drop-down arrow, Home tab, 68 
Paste Link command, 512-513 
Paste Options feature, 68-69 
Pattern Style drop-down arrow, Fill tab, 46 
Patterned distribution type, 553 
patterns, adding to cell backgrounds, 46 
PDF file format, 21 
percent (%) formula operator, 147 
Percent column, Rank and Percentile Table tool, 555 
Percentage format, 42-44, 184-185 
percentages, 43, 184-185, 475 
Periodic option, Sampling tool dialog box, 559 
Personal Macro Workbook, 565, 567, 571 
phone number Special format, 43 
Pictures tab, Web Options dialog box, 616-617 
pie charts, 332, 336-339 
PivotCharts, 484-485 
PivotTable Connections dialog box, 463 
PivotTable Field List, 451, 453 
PivotTable Slicer, 462-463 
PivotTable Styles Gallery, 464 
PivotTables 
adjusting layout, 468-469 
blank rows, 466-467 
cell references, 482-483 
changing data, 474-479 
creating, 448-449, 454-455 
elements in, 450-451 
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PivotTables (continued) 
field headers, 452 
field list, 453 
filtering, 456-457 
grand totals, 472-473 
grouping items in, 460-461 
inserting calculated items, 480-481 
overview, 446-447 
scenario, 530-531 
sharing with Access, 692 
sorting, 458-459 
Styles, 464-465 
subtotals, 470-471 
plot area, 333, 372-373, 389 
PMT function, 236-237 
PNG (Portable Network Graphics) format, 614 
Point column, Rank and Percentile Table tool, 555 
Point mode, 576 
pointing, 510-511 
Poisson distribution type, 553 


Popular Commands option, Excel Options 
dialog box, 573 


Portable Network Graphics (PNG) format, 614 
portrait orientation, 133 
pound signs (#), 87, 89, 181, 269, 310 
PowerPoint, 686-687 
present value, 230-231 
Preset shape effect, 395 
Presets button, Format Floor dialog box, 377 
primary keys, 691 
print area, 128-129, 135, 143 
Print Area option, Page Layout tab, 128-129 
Print check box, Print Layout tab, 313 
Print command, adding to Quick Access Toolbar, 579 
Print Titles feature, 134-136 
printing 

column letters, 141 

comments, 644-645 

footers, 125-127 
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formulas, 312-313 
gridlines, 140 
headers, 124, 126-127 
margins, 122-123 
with noncolor printers, 39, 46, 142 
output width and height, 138-139 
page breaks, 130-132 
page orientation, 133 
paper size, 137 
previewing before, 5, 142 
row numbers, 141 
titles, 134-136 
without previewing, 143 
private keys, 638 
program display options, 608-610 
proofing options, 603 
Proofing tab, Excel Options dialog box, 600-601, 603 
proper case, 254-255 
PROPER function, 254-255, 257 
Properties button, Import Data dialog box, 667 
protecting 
information by hiding, 91, 103 
workbooks, 631 
worksheet actions, 635 
worksheets, 632-633 
Protection options, Add Scenario dialog box, 523 


Provide feedback with animation option, Excel Options 
dialog box, 612 


Provide feedback with sound option, Excel Options 
dialog box, 612 


Publish as Web Page dialog box, 665 
publishing workbooks, 662 
PV function, 230-231 


Q 

Query Wizard, 699, 700-701 

querying data in external sources, 696-701 
Quick Access Toolbar, 8, 525, 572-573, 577-579 





Quick Print button, 143 
quotation marks (“ "), 174 


R 
R1C1 reference style option, Excel Options 
dialog box, 594 
RANDC( ) function, 160 
Random Number Generation tool, 552-553 
range names, 166-173, 529 
Range_ lookup argument, VLOOKUP function, 241 
Rank and Percentile Table tool, 554-555 
Rank column, Rank and Percentile Table tool, 555 
Ready mode, 576 
Recent item, File tab, 13 
Recent Places list, 13, 25 
Recent Workbooks list, 25 
recording macros, 566-567 
records, defined, 280 
Recover Unsaved Workbooks option, 13 
redoing, 16-17 
#REF! errors, 79, 273, 279 
reflections, defined, 414 
Regression tool, 556-557 
relational databases, 281 
relative cell addressing, 568 
relative cell references, 156, 158, 163, 311 
relative dates, 501 
relative hyperlinks, 660 
Rename Sheet item, Home tab, 101 
Reorder arrows, Selection and Visibility task pane, 417 
Replace All button, Find and Replace dialog box, 71 
Replace tab, Find and Replace dialog box, 70-71 
Report Filter, 447, 457 
Research pane, Review tab, 76-77 


Reset Ignored Errors option, Excel Options 
dialog box, 598 


Residuals section, Regression tool, 557 
Retry button, alert message, 323 


INDEX 


Return Type argument, WEEKNUM function, 223 
Review tab, 10 
RGB color model, 95 
Ribbon, 8, 10, 580-581, 583 
Ribbon groups, 582-587 
Ribbon tabs, 582-583, 585, 588-591 
Right Angle Axes option, 379 
RIGHT function, 260-261 
Right-to-Left Text Direction feature, 53 
Rotated Title option, 363 
ROUND function, 194-195, 301 
round values, 194-195 
ROUNDDOWN function, 195 
ROUNDUP function, 195 
row banding, 445 
ROW function, 253 
Row input cell field, 533 
Row Labels area, 455 
row numbers, 113, 141, 645 
row titles, 116, 134-136 
rows 
banding, 435 
blank, 466-467 
deleting, 79 
freezing, 118-119 
grand totals, 472-473 
header, 436 
height, 84-85 
hiding/unhiding, 90-91 
inserting, 78, 79, 423, 513 
looking up values in, 242-243 
merging cells across, 93 
number of, 9, 252-253 
repeating, 134-136 
selecting, 65 
swapping, 82-83 
switching, 351 
total, 437-439 
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ROWS function, 252-253 
R-squared value, 385 


Ruler units drop-down list, Excel Options 
dialog box, 608 


running balances, 182-183 


S 


Safe for Initialization (SFI) ActiveX controls, 621 
Sampling tool, 558-559 

sans serif fonts, 36-37 

Save & Send item, File tab, 13, 21 

Save button, Quick Access Toolbar, 21 


Save external link values option, Excel Options 
dialog box, 596 


Save tab, Excel Options dialog box, 604-605 


Scale content for A4 or 8.5 x 11” paper sizes option, 
Excel Options dialog box, 612 


Scale with Document check box, 127 
scatter charts, 338 

Scenario button, Quick Access toolbar, 525 
scenario PivotTables, 530-531 

scenario reports, 528-529 

scenarios, 522-527 

Scientific format, 42-43 

Scope box, 167 

screen clippings, 400-401 

Screenshot Gallery, 400 

screenshots, 398, 400-401 

ScreenTip style list box, Excel Options dialog box, 592 
scroll bars, 8, 120-121 

searching for lost files, 25 

SECOND function, 228-229 


Select Arguments dialog box, INDEX function, 
246-247 


Select locked cells option, Protect Sheet 
dialog box, 635 


Select unlocked cells option, Protect Sheet 
dialog box, 635 


Selection and Visibility task pane, 416-417 
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Send Backward option, 416 
Send E-mail Messages option, Mailings tab, 685 
Send to Back option, Selection and Visibility, 416 
sentence case, 260-261 
serial numbers 
date, 42, 212-215, 217-219 
importance of, 213 
time, 43, 213 
series lines, 386 
serif fonts, 36-37 
Set Intercept option, Format Trendline dialog box, 385 


Set precision as displayed option, Excel Options 
dialog box, 596 


SFI (Safe for Initialization) ActiveX controls, 621 
shadows, 365, 414 
Shape Fill Gallery, 390 
shape outlines, 393 
shape styles, 389, 391 
Shape Styles Gallery, 388 
shapes 
changing silhouette of, 412 
chart element, 388-395 
controlling proportions of, 403 
forcing into row/column borders, 403 
graphic element, 412 
inserting, 402-403 
inserting text into, 403 
types of, 398 
sharing data with other programs 
Access, 688-695 
hyperlinks, creating, 660-661 
importing, 666-671 
PowerPoint, 686-687 
publishing workbooks, 662 
querying data in external sources, 696-701 
saving workbooks, 663-665 
Word, 672-685 
sharing workbooks, 626-627, 648-649 





Short Date format, 217 
Shortcut key field, Macro Options dialog box, 567 
shortcut menus, 11 


Show a zero in cells that have zero value option, Excel 
Options dialog box, 610 


Show add-in user interface errors option, Excel 
Options dialog box, 612 


Show All Windows check box, 33 


Show all windows in the Taskbar option, Excel Options 
dialog box, 608 


Show AutoCorrect Options buttons option, 
AutoCorrect dialog box, 601 


Show chart element names on hover option, Excel 
Options dialog box, 608 


Show Chart Wall command, 375 


Show customer submitted Office.com content option, 
Excel Options dialog box, 612 


Show data point values on hover option, Excel 
Options dialog box, 608 


Show formula bar option, Excel Options 
dialog box, 608 


Show Formulas button, Formulas tab, 312 


Show formulas in cells instead of their calculated 
results option, Excel Options dialog box, 610 


Show function ScreenTips option, Excel Options 
dialog box, 608 


Show gridlines option, Excel Options dialog box, 610 


Show horizontal scroll bar option, Excel Options 
dialog box, 610 


Show Insert Options buttons option, Excel Options 
dialog box, 606 


Show Margins option, 143 


Show Mini Toolbar on selection option, Excel Options 
dialog box, 592 

Show outline symbols if an outline is applied option, 
Excel Options dialog box, 610 

Show page breaks option, Excel Options 
dialog box, 610 

Show Paste Options button when content is pasted 
option, Excel Options dialog box, 606 


Show row and column headers option, Excel Options 
dialog box, 610 


INDEX 


Show sheet right-to-left option, Excel Options 
dialog box, 610 


Show sheet tabs option, Excel Options 
dialog box, 610 


Show this number of Recent Documents field, Excel 
Options dialog box, 608 


Show Values As tab, Value Field Settings 
dialog box, 475 


Show vertical scroll bar option, Excel Options 
dialog box, 610 


Shrink Text feature, 51 
shrinking text, 51 
signature line, 636-639 


Signature Services from the Office Marketplace 
button, 637 


Signature Setup dialog box, 636 

Signatures pane, 641 

Single Accounting underlining, 41 

single quotation marks (‘ ‘), 481, 511 

single underlining, 38 

single-factor Anova, 538 

Skip Blanks option, Paste Special dialog box, 163 
Slicer Tools Options tab, Slicer window, 463 
SLN function, 238-239 

SMALL function, 191 

Smart Tag button, 266 

SmartArt graphics, defined, 398 

smoothing constant, 546 

Social Security number Special format, 43 
soft edges, 395, 414 

Solver add-in, 618 

Sort by Color option, 431 

Sort by Value dialog box, 459 

Sort option, Protect Sheet dialog box, 635 
source tables, 476-479 

sparkline charts, 328-331 

Special button, Go To dialog box, 19 
Special Characters tab, Symbol dialog box, 409 
Special format, 42-43 
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spell checking, 5 

Spelling dialog box, 72-76 

Spelling option, Review tab, 72 

square brackets ([ |), 511 

Start menu, Windows, 6 

static values, 213 

statistical analysis 
Anova tool, 538-539 
Correlation tool, 540-541 
Covariance tool, 542-543 
Descriptive Statistics tool, 544-545 
Exponential Smoothing tool, 546-547 


F-Test Two-Sample for Variances 
tool, 548-549 


Moving Average tool, 550-551 
Random Number Generation tool, 552-553 
Rank and Percentile Table tool, 554-555 
Regression tool, 556-557 
Sampling tool, 558-559 
t-Test tools, 560-561 
statistical functions, 521 
status bar, 8, 576 
Step In button, Evaluate Formula dialog box, 317 
Step Into button, Macro dialog box, 569 
stock charts, 339 
Stop error alert style, 323 
Straight Line depreciation method, 238-239 
strikethrough, 40 
string operations, 254 
Style Gallery, 56-57 
styles, defined, 56-57 
subscript, 40 
SUBTOTAL function, 204-205 
subtotals, 204-205, 447, 470-471 
subtraction (—) formula operator, 147, 151 


Suggest from main dictionary only option, Excel 
Options dialog box, 603 


Sum button, 180 
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SUM function, 147, 178-183, 508 

Sum of the Year’s Digits depreciation method, 238 
Sum value, 155 

Sum_range argument, SUMIF function, 285 
SUMIF function, 192-193, 284-285 
SUMIFS function, 193, 288-289 
superscript, 40-41 

Switch Windows button, 32 

Symbol font set, 408 

symbols, 151, 408-409 

synonyms, defined, 77 
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Tab Color item, 94, 95 
Table Styles Gallery, 432, 444 
Table Tools Design tab, 421 
tables 
banding, 434-435 
converting to ranges, 444-445 
creating, 420-421 
data, 370-371 
data entry forms, 424-427 
drop-down list for data entry, 428-429 
duplicates, 440-443 
filtering, 430 
formatting, 432, 433, 445 
header row, 436 
looking up values in, 244-247 
moving, 423 
placement of data, 425 
ranges versus, 421 
renaming, 421 
resizing, 422-423 
selecting, 423 
sorting, 431 
styles, 432 
total row, 437-439 





Tablet PCs, 645 

Tabular Form layout, 468, 470 
taskbar, Windows, 6-7, 33 
templates, 30-31 


Test Score Average column, Rank and Percentile 
Table tool, 555 


text 
aligning, 48-49 
boldface, 38 
case, 254-261 
checking spelling, 72-76 
combining with values, 268-269 
converting to values, 266-267 
default alignment and formatting, 14 
entering, 14 
filling ranges with, 148 
fonts, 36-37, 39-41 
indenting, 47 
italics, 38 
joining, 262-263 
rotating, 52-53 
shrinking, 51 
splitting, 264-265 
thesaurus, 77 
translating, 76 
underlining, 38 
wrapping, 50 
Text Box mouse pointer, 406 
Text Box option, Layout tab, 355 
text boxes, 398, 406-407, 413 
text files, 27, 668-671 
Text format, 42 
TEXT function, 268-269 
Text Import Wizard, 668-670 
Text qualifier drop-down list, Text Import Wizard, 671 
Text That Contains dialog box, 499 
Text to Columns feature, 264 
themes, 46, 62-63 
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Themes Gallery, 62 

thesaurus, 77 

3-D charts, 374-375, 378-379 
3-D effects, defined, 414 

3-D Format option, 357 


3-D Rotation options, Format Chart Area 
dialog box, 378 


three-icon set, 504 

Time format, 42 

TIME function, 210-211 

times 
calculating difference between two, 211 
combination date and time values, 229 
converting text time to time value, 226-227 


converting time value into hours, minutes, or 
seconds, 228-229 


overview, 210-211 
serial numbers, 43, 213, 227 
static values, 213 
stored as text string, converting, 211 
TIMEVALUE function, 211, 226, 227 
title bar, 8 
TODAY function, 208, 209 
Top Align button, 48 
top ten items, 488-489 
total column, 439 
total row, 437-439 
Trace Dependents tool, 321 
Trace Precedents tool, 320-321 
tracing 
cell relationships, 320-321 
lines, 319, 321 
sources of errors, 319 
trailing zeros, 43 
Translate option, Review tab, 76 
translating text, 76 


Transparency option, Format Axis Title dialog box, 
361, 365 
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Transpose option, Paste Special dialog box, 163 


Treat consecutive delimiters as one option, Text 
Import Wizard, 669 


trendlines, 384-385 
TRIM function, 270-271 
TRUE condition, 276-277 
TrueType fonts, 36 


Trust access to the VBA project object model option, 
Trust Center, 623 


Trust Center, 575, 620-623 

trusted locations, 565, 575, 620-621 
trusted publishers, 621 

TTEST function, 538 

t-Test tools, 560-561 

Type argument, PMT function, 236, 237 


U 


UFI (Unsafe for Initialization) ActiveX controls, 620 
underlining, 38, 40-41 
undoing, 5, 16-17 


Unformatted Text option, Paste Special 
dialog box, 673 


Unicode, 408-409 

Uniform distribution type, 553 
Uniform Resource Locator (URL), 660 
unique values, highlighting, 497 


Unlocked cells containing formulas option, Excel 
Options dialog box, 598 


Unsafe for Initialization (UFI) ActiveX controls, 620 


Update changes options, Share Workbook 
dialog box, 649 


Update links to other documents option, Excel 
Options dialog box, 596 


UPPER function, 256-257, 260 
uppercase, 256-257 
URL (Uniform Resource Locator), 660 


Use 1904 date system option, Excel Options 
dialog box, 596 
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Use an external data source radio button, Create 
PivotTable dialog box, 449 


Use AutoFilter option, Protect Sheet dialog box, 635 
Use Destination Styles button, 69 


Use GetPivotData functions for PivotTable references 
option, Excel Options dialog box, 594 


Use in Formula button, 173 


Use PivotTable reports option, Protect Sheet 
dialog box, 635 


Use system separators option, Excel Options 
dialog box, 606 


Use table names in formulas option, Excel Options 
dialog box, 594 


Use this font list box, Excel Options dialog box, 592 
User name field, Excel Options dialog box, 592 


V 


Validation option, Paste Special dialog box, 162 
value axis, 333 

Value column, Name Manager dialog box, 169 
#VALUE! errors, 217, 249, 273, 289 


Values and Number Formats option, Paste Special 
dialog box, 162 


Values area, PivotTable, 447, 455 

Values option, Paste Special dialog box, 162 
Variable-Declining Balance depreciation method, 238 
VARP function, 543 

VBA (Visual Basic for Applications) code, defined, 564 
Vector Markup Language (VML), 614-615 

vertical axis, 381 

vertical axis titles, 362-365 

vertical page breaks, 131 

View Macros option, Excel Options dialog box, 573 
View tab, 10 

Visual Basic for Applications (VBA) code, defined, 564 
VLOOKUP function, 240-241 

VML (Vector Markup Language), 614-615 





W 


Warning error alert style, 323 
Watch Window button, 321 
Web options, 614-617 
Web options button, Excel Options dialog box, 612 
Web pages 
saving workbooks as, 664-665 
single-file, 615, 665 
WEEKDAY function, 218-221 
WEEKNUM function, 222-223 
what-if analysis, 522-537 


Windows Regional and Language Options dialog box, 
206, 210, 222 


win/loss sparkline charts, function of, 328-331 
Word 
copying data into, 672-673 
creating worksheets in, 678-679 
embedding workbooks into, 674-678 


using data to create mailing labels in, 
680-685 


WordArt, 398, 404-405 
WordaArt Styles Gallery, 404 
workbooks 
adding properties to, 34 
change tracking, 650-655 
closing, 35 
comments, 642-645 
containing macros, 571, 574-575 


converting Excel 97-2003 to Excel 2010 
format, 28-29 


defined, 9 

digital signature, 640-641 
display options, 610-611 

e-mail, 658-659 

embedding into Word, 674-678 
encrypting, 630 
hiding/unhiding, 104-105 


INDEX 


marking as final, 646-647 
opening, 24-27 
protecting, 631 
publishing, 662 
reopening unsaved, 22-23 
reviewer comments, combining, 656-657 
saving, 20-21, 663-665 
sharing, 626-627, 648-649 
signature line, 636-639 
starting new, 30-31 
switching between, 32-33 
themes, 62-63 
updating, 511 
WORKDAY function, 224-225 
workdays, calculating number of, 207, 225 
worksheet area, 8 
worksheet tabs, 8, 94-95 
worksheets 
consolidating, 518-521 
copying, 100 
creating in Word, 678-679 
default names for, 19 
defined, 9 
deleting, 99 
display options, 610-611 
grouping/ungrouping, 96-97 
hiding/unhiding, 91, 102-103 
inserting, 98 
laying out, 4 
linking, 510-517 
merging scenarios, 527 
moving, 100 
moving around in, 18-19 
printing, 122-142 
protecting, 632-633, 635 
renaming, 101 
wrapping text, 50, 407 
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X Z 

zero (0) correlation coefficient, 541 
zeros (0), in number format, 269 
ZIP code Special format, 43 


Zoom on roll with IntelliMouse option, Excel Options 
dialog box, 606 


zoom slider, 108-109 
Y Zoom to Selection option, View tab, 109 
zooming in/out, 108-109, 119, 131 
YEAR function, 215 


.xls file extension, 20 
.xlsb file extension, 23 
.xlsx file extension, 20 
XML file format, 20 
XNPV function, 233 
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